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Go through Learning Macintosh if you are new to computers or 











To find information in this book, use the index and the table of 
contents. Also, use the glossary and the summary, “Working on 
the Macintosh Desktop” (on the green pages after Chapter 16), 
if you’re looking for short definitions or brief summaries of 
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that the monitor’s on/off switch is on. (If you don’t know 
where the switch is, go to the manual that came with your 
monitor.) ❖ 
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When you turn on your computer 

The Macintosh looks for a startup disk, which is a disk that __ i Menu bar _ 

contains the information it needs to “start itself up.” In your f * Flle Cdl t lBbi;l $petial . W. g 
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■ using the keyboard 

It will take about 30 minutes to go through this chapter. 


£ 

Cn 
O 


O 

a 


co 


cr 
o 
a 


i 


D 

a- 

i 



o 

Q- 

C 

n 

co 

o- 

"o 

c 


o> 

CD 

O) 



o 

*—I1-> 

3 

a- 

o 

3 





o 

o> 

CA> 

O 


n 

£T 

c-t 

>-* 

tNJ 



0NIMHV31 








Use the mouse Point 

You use the mouse to control the movements of a pointer on You P°* nt t0 an object on screen by moving the mouse so that the 

screen. Usually, the pointer is an arrow that’s set at an angle. pointer is positioned on that object. When the pointer is an arrow, 

the very tip of the arrow must be exactly on the object. 
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Click Press 

You click an object on screen by pressing and quickly releasing the You press by holding down the mouse button without moving the 

mouse button while the pointer is on that object. mouse. Don’t bear down on the mouse itself. 
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Practice by dragging the startup hard disk icon and the 

Wastebasket icon around the Macintosh desktop. Make sure you When you move the mouse 

reiurn the icons dose to their original positions. . Glide thc mouse over the surface of your desk. Don’t press 

,__ down on it. 
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desktop: the Macintosh HD window, the Wastebasket window, 

and the System Folder window. The System Folder window is 

the active window because you opened the System Folder 
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'• Point to the size box in the lower-right corner of the 7. Press the right scroll arrow at the right end of the 

System Folder window. horizontal scroll bar. 

'. Drag the size box diagonally to make the window 
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of the desktop contains the System Folder icon. The System 
Folder icon contains the programs and other files (more icons) 
that contain the information the Macintosh needs to start 
itself up. 
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Folders are like folders in a file drawer. You use folders to The Wastebasket is a container for files that you no longer want 

organize your files. or need. 












































i. Drag the scroll box toward the middle of the 11. Press the up scroll arrow at the top end of the vertical 

horizontal scroll bar, then release the mouse button. scroll bar. 

_ The contents of the window scroll past, bringing into view the 
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Close a window Move a window 

When you no longer need to see the contents of a window, you You can move a window anywhere on screen by dragging its 

can close it by clicking the close box. title bar. By changing the position and the size of windows, you 

1. With the System Folder window the aetive window, Can arran * e windows in ** ,hat works tet for 5™ 
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Window command, and, with the command highlighted, 

releasing the mouse button. 

Of course, you can also close the window by clicking its close box. 




























































Chapter 2: Understanding the Desktop 23 


"O ^ 

8 5* c 

£ fo 

P h-t) 
ctq o n> 


£ 

S-r 


*r ^ 


o 2 

c/3 

H) 


P - ro 


o 

o 


o o' 

GfQ -* 

B 3 G 
p 3 B 

H— ^ P 

§ rr-o 

r—f 

2-^-2 
pr 2 cr 

ffi c •< 

3 2 

n 

O £3 
3 QTQ 

3 S* 
§ n> 

O- 

C/3 P^ 

cr 5^ 

sr 

*3 



03 

o> 

O 


^r 

o 


?r 

?T 

o 


u 

o 

p 


O O 

S= 

3?5 

O' 

p 

*3! 

O r-r 

c 

c 

po 

p 

o 

H 

£2) 

o 

o 

o 

a 

o 

p 

& 

*-< 

o 

O 

po 
| —s 

1 
t — 1 

c 

C/3 

O 

o- 

a- 

o 

<—f 



Q- 

--- 

,—h 

5 1 

C/3 

P- 

•—$ 

o 

P* 

o 

1—^ 

QTQ 

P - 

a 

cn 

nr 

Q- 

Q 

P - 

o 

p 


p - 

?r 

O 

03 



p*r 

o 

< 

p2) 

o 

P 

. 

< 


o 

<—t 

o 

p 



03 

o 


•-< 

5* 

P 

p- 

QTQ 

O 

cr 

o 

P - 

o 

O 

CA_ 

§. 

3 

cr 

o 

FT 

O 

•p 

o 

o 

P - 

O 

3- 

03 

3 

o' 

p 

ZA>‘ 

o 

a- 

03 

O 

3 

po 

*-i 

a- 


2 "O 
O 


. CL o 93 
q « npqs. g 

D"* C/3 £ < 3 

*2 ° o R ^ 

n 2 C 

G 3 ^ 

3- P <0 

3. S c 
p 5 2. 
3 a- p 

3 CA OQ 

O r-t - 

o p 
n> n 
a n 3 
S- o p 

S 3 £ 

C/3 ’TI3 
^ £ 73 

^ 2 "2 
G. 2 o 

3 Re 

r*3 P- 


v_/a 

QTQ 

CD 

C 

1 

1 


Q 

£ 

?*r 

O 

3 

o 

a- 


"o 

c 


p 

CTQ 

O) 


O 

P 


a- 

o 


o *-• 
^ o 
o 


o 


o 

3 

51 

& 

o 

o 

*—f-3 

Er 

o 


p- o 

O «-* 
r-* ■ < 

»Tj 03 
O 

»—3 O 

r-t X 

§ i 

3- B. 

4? 3 

gr c 
¥ 3 

i" nT 


1 


£ ^ 
° o o 

B2 g 

"< o 2 
p ^ ^ 

P P^ C/3 

p. JT> 

p- 

•—> C/3 


a 


Co 

Sr* 

03 

o 

& 

it 


p- o 


I 



■ 

rn 

c 

n 

o’ 

D 




O 

O 

3 


CO 

o 
3 

o 

g 03 
P P 

vg 

-< 3 

03 0/5 

O O 

C/3 ^ 

CD -p 

P* 2 
QTQ C 

O CTQ 
O P* 

a aS 

5. o 

* § 
E g 
p p 
o 

cr. p 
O O- 
P c/> 

£ 8 
W> 

C/3 

o 

JD 

C 

o 

p 

o 

o 


8 ^ 
o o 

c/3 3 

£ a- 

P- o 
& 

s s 

•§ g 

O P 


O ZT 

pr 
o o 

^ "p- 
cr 

o O 
g £ 
3- a- 


I 

o 


o 

8, 

S' 

3 

o 


?r 

o 


S 1 

p 

p 

r-h 

o* 

p 

gr 

C/3 


o ^ 

CO 

o r 

§ ^ 

| T3 

o o 
£T ^ 
p - 3 

O P 

3 

9 <o 

3 ^ 
o c 

2 c 


£j- o 

O P^> 

T3 9 
§• « 
u § 

o ^ 

P J3G 

CA ^ 

n <3 
o O^ 


ST ^ 

S-5 

Sf ? 

i B- 

^ C/3 

M p - 

ci- ^ 
3? o' 

*§■ I 

> b 

»-$ o 
1 ^ 
"P 

C/3 

"O 


o 


o 

c 


DNIMHV31 






































Go to Chapter 3, where you’ll learn how to set up your programs, 
or take a break. Remember to turn off your Macintosh if you’ll be 
away for more than a few hours. 
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Floppy disks, hard disks, and startup disks 

Both floppy disks and hard disks function like filing cabinets: You can tell whether a disk is a floppy disk or a hard disk by 

you store files in them. The differences between floppy disks looking at its icon on the desktop. 

and hard disks are in how much information they can store, how 



pi co 

•£ o 

.co G 

‘O 

<73 


D 

G 

5-1 

O 

CD 


CD 

G 


G ta 


CD 

CL, 

CL 

G 

CD 

G 


<73 

s 

5-, 
£ 
£ -S 

c £ 


<73 

CD 

a 

CL 

<73 


C L> 

O jz: 

.y .cd 

CD G 

^ £ 


CL 

G 

2 

co 


O 

-g G 

^ CO 

G ^ 

^ a ° 

G G 3* 
CD 


CO 


-C ^ So 


CD 

G 

O D 

^ ad 

52 To 

1 ^ 

li 

c 5/3 

—* D 
G G 
D +-* 
G C 

*3 o 

G fc 
8 2 
.59 ^ 
o S 

G D 
+—> 
ct 3 co 

G >- 
G co 

o 

'c & 

2 G 

f i 

ti C73 
<73 4—> 

$ -g 


2 jy 

E— 1 <G 


D GO 
O O 

£ CD 

S3 fe 

- 'f 

f , . ■i—' 

^ a 

U O 
D -Q 
'T3 03 

o G 

c£j D 
M_l co 

§•§ 
E 8 

CO CO 


■9 


g 

D 


G 

G 


G 

G 


D 

£ 

o 

D 

D 

G 


D 
G 
O 

j>^ 

G 

O _ 
D 
G 
CL 
£ 
o 

£ D 

g 2 

co ' 4— ^ 


1 

G 

CO 


G G 

na <o 

c a 
.« i 

c ^ 

•S -§ 

<t 3 .5a 


D 

G 

C 

G 


D 32 
-G G 


3 

D 

I 

G 

G 

C 

<73 

£ 

D 

g 


D 

G 


<73 <o 


G 

G 

<73 

a^j 

To G 

LG ^ 

g g 

G 

G 

<73 CL 
G CL 
<73 O 


-3 2 

ai 

G G 

-§ -5 
S -6 
Ea 


S O 


G 

D 


D 

D 

G 

G 

O 

D 


G 

<2 

C 

o 


V-1 

O 

G 

.O 

c3 

<73 

G 

O 

G 

<73 

a 

G 

CO 

G 

£ 

.> 

G 

O 

G 

.CD 

M 


c3 


£ 

D 

>> 

G 

CL 


£ 

5—i 

2 

G 


5-, 

G 

CL 

co 



G 

C 

£ 

a 

D 

E 

S 

CL 

O 

G 

<73 

G 

G 

5—i 

<73 

<73 

.G 

G 


u 

D 

G 

O 

c3 

5-, 

o 

£ 

G 

5_ 

D 

£r 

c3 

G 

<73 

c 

D 

co 

7d 


*c 

D 

£ 

G 

D 

co 

,<73 

D 

C 

G 

G 

D 


5-i 

D 

G 

L—t 

<73 

CD 

i_i 


G 

G 

a 

G 

D 

73 

O 


<73 

D 

>> 

D 

D 

G 

G 

O 

D 

CO 

5—i 

D 

sa 

D 

G 

g. 

5-i 

<73 

D 

O 

4—> 

CO 

£ 

>> 

JD 

.co 

G 

G 

CL 

4—* 

G 

CL 


G 

G 

D 

G 

co 

£ 

£ 

.CD 

<73 

D 

G 

<73 

D 

G 

D 

’G 

£ 

G 

G 

"S 

o 

D 

D 

o 

D 

D 

*3 

cr 

E 

£ 

s 

3 

<73 

G 

G 

G 


Gdc 
CL .co 
O "O 

PL 


b g 

2^ T3 
£ _§ 


73 Is 
£ G 
<D -o 
c & 

^ G 


30 Chapter 3: Setting Up Your Programs 










































Chapter 3: Setting Up Your Programs 31 


n 

g 

nr 

o 

S 

I 

o 

c/5 

13* 

a 

o 

o 

O 

£ 


ca 

s 

?r 

n 


c 


n 

o 


o 

nr 

or* 

P 

O 

o 

p 

S 

O 

3‘ 

o 

ca 

nr 

a 

o 


rD nr 
o Q 
O ^ 
£ P ^ 
p n o 

3 s c 

O QL 
13- o rD 

f sg 

CL 


n> 


rD 


rD 


CA »-i 

o' § 
nr n> £ 

rD Dus rD 

o o cr 
o nD c 

ts t) ^ 

^ o 

ca’ 0? p 

B* ?*r g- 

O rD 

S’ s £ 
S © S 

fD < K- 

o p 5 
P G o 
g 5* & 
3 n ^ 

a|s 

a "2. 

o a 



T3 

El 




O a 


w 

32 n jp¬ 
gs gr ~ 

o- ^ 8 

CA ^y* P 

Q. nr 
£3 CfQ* 

o S 

C/5 rES* 

* 3 - QfQ 

a 5“ 

B a 

3 


n 

o 

P 


rD 

P 


rD 


o 

O 

P 


*8 


cl^ 3 

3 a 

CfQ 3 T 


•nd 03 

2 o 
ft 3 

O nD 

rD o 
3* 
Fd 


InJ 


2. £ & 

* £ a 

S a* 2 ? 
o o &> 
» X o 

• S3- a 

»*. n 
n rD 

§ g» 

W 5 

i 3 

JTg 

ts 

rt ^ 

Q* o 
. ^ 

?*■ 
» £ 
3 8 

fT 5' 
v S- 

c/5 o 

o & 
a ^ 

"g 




4^ 


3 

rD 

P 

c 


& £ 

R- s 

5' CL 
8 

ft* rD 

CA ^ 

— ^ 
o g- 

ca P 
rD o^ 

cr o 
Q ^ 


2 =5 
O g* 

a o. 

§ ca~ 

P* G- 
CfQ nr 
_ rD 

po 

O £ 
c a p. 
rD < 

n> 

I 2S. 
a g 

o 9 - 
S 2 

3 o" 

3 ™ 
nr g* 
rc> 2T 

h-h rD 
[35 o 

rT 


cl n 
r& ft - 
V) o 

gr 2 

«-f rt 

o w 

? a 

«-► 

a 

r& 

| 

i 

C /5 

*2 

£ 

nr 

i 

o 

£ 

er 

n 

S 

i 

I 

o 

C/5 

nr 


£ ^ 
o d nr 
a <-f rD 


cr Q 
c P 


g 

Q. 


^ o «. 

§ 6i « 

ft rD | 3 - 

o^ 

CL 

CA 


rD ^ 
*-d rD 


s s. nr 
ft a rD 

ft' ft ° 

rD ^ 
o 


t± o 

c/5 3 


D 

O 


O 

P 


o 

D 


nr 

rD 


P O 
QfQ T3 

rD ^ 

rD n 
PL nrr 
c CA 
ca rr 

rD v^j 

P- o 
ft ^ 

P 05 
rp^ rD 

ca" rD 
O 

"ft 

3‘ 

CL 


rD 

D 

Fd 

a- 

sa 

p 

CL 

ft- 

rD 


p 

QfQ 


p 

QfQ 


o 

P3 


a 

c 

rD 

nr 
o 
o 

CA 

rD 

_ O 

3= G3 

S 3 

2 a - 

p ^ 
ft ni5 

nr 2. 
rD a 

3 §* 

3 CfQ 

c o 
cl a 
ft o> 

3 

a rD 
QfQ 3 

O S 


<T> S ^ 

3 o I 

O TD p 


P 

JL> 

I a i 

S 3 


n 
nr 
o 
o 

C/5 

rD 

O 
>o 

rD 
£ 

§• 

5 e 


n 

n£ 

n 

*r 

nr 

rD 

3 

n 

r*+ 

o 

rD 


nr 

rD 

•rrl 

S 1 

3 

rD 

g 


cr 


& 

o 

£* Q 


cr 

o 


& 

a 

ca' 

rr 

o 

ft O 
ft- P 

nr 

o 

c 

o 

3 

o 

3 

o 

Fd 

Cl 

o. n> 

a g 

S 

o 

p 

3 

G? 

P 

CL 

P - 

nr 

1 

n> 

S 

po 

o 

5* 

nr 

o 

p 

PO C/5 

£ O 

ft ^ 
^ nr 

o 

p* 

rt 

o 

CA 


p 

CL 

CA 

O 

n> 

<-+ 

o 

> > —;• 

!G> rD 

nr 


P - 

P3 

3 

o 

o 

3 

CA 

nr 

a 

O 

O 

P 

O CA 

cl 3 
ft P 

a 

u 



o' 

rrs 

^r 

o 

P 

o' 

CL 

o p 

po PD 

p 


ca'' 

nr 


CL 

rD 


C/5 

ft* 

fT 

n 


cn rD 
cl ^ 

H5 g* 

r$ P 
CL 

o 

cr 


rD 

•—s 

o 


rD 

O 


rD 

rD 

O 

P 


s= nr ll 
O) B o 

CL 5 § 

^ ft 
^ Sr^O 
PD 
FT rD 
* > 

^ *- 


3 

rD 

o' 

rD 


^ CA 


a 


PD ^ 
P O 
rD c 

CA 

CA O 


o ^ rD 

nr o nj 

nr q! 2 2 
rD nr ft §. 

hd cl ft P 
a 3^ P QfQ 

is ^1 

ft § nr e 

^D P O r-t 
P3 C ft - 

s s ^ 

CD 


C?Q 

o 

G3 


O 

o 


c o 

t=; PD 
CL 3 

2 cr 

p ^ 

ft. p^ 
& 9. 

rD a 
oq‘ 3 


QfQ 


n> 

P- 

p 

CL 


P 

QfQ 


- P* 

ft QfQ 

B <—t 

P o 

CL Gi¬ 
ft O 

g 

a o 
oq 3 

o rD 
ft P 

S* c 

rD a 

o § 

G$ ft 

o P 
p 


n 

nr 

o 

o 

rD 

O 

*3 

rD 

£ 

g 5 

3 

p^- 

nr 

rD 

hd 

a 

rD 

3 

rD 

g 


0MIMHV31 
































<u 

I 

! 


& 

.a 

o 

o 

«q 

u 

£ 

I 

*3 

£ 

Oh 

O 

* 3 

a ^ 
0> 

r s 


u 

<u 


a> 


.51^3 

W Ph 



U. CD 


© 

05 


■o O 
c c 


. CL 

: o 

Cl +* 

o ■* 

■H* w 
0) Hi 

a 

cu ■£ 
05 ,E 

© L. 
CL Q. 


1 

cu 

CO 

C3 

O 

S 

p 

<u 

Ph 

X 

U 


X 

PJD 



o 

’53 

-4—> 

<73 


<U 

r£j OJD jy 

« -§L a 

•£ op "o 

C 

2 ^ « 
gP ~ X 

C 2 ^ 


C 

o 


o 

qj X 

u e ^ 

Dh (U ^ 

>,J3 .SP 

!* f £ 

£ o — 

< T3 


D 

Oh 


c3 

_ X 
O *-* 

a o 
g 2 

8 &CC 

x .S § g 

CU CO C O 

_ CO C 4^ 

D OJ c ti 

o *-< o o 

>H Qh CU X 


s^e 

(U 

cu *S 

<73 

Oh E 
£ J2 

• Uh L—( 

c X* 

X 7D 

x x 

<u :: 
c^S 

n CX 

Oh 

1 «§ 

jg J* 

CL) 4-» 

^ CU 

a-> > 

> o 

*3 E 

a a 

t3 2 

C3 ^ 

XI o ^ 

° >-> g 
<u i> 

■5 I .« 

CO ^ 

3 ^ X3 

q. +=» CX 

S' 11 

< W <L> 

■!__> CO > 

P X X 
(X -5 X3 


<U 


1 

T3 

co 


D 

O 

CO 

^3 

>- 

Cu 

Oh 

o 

q=l 

c3 

aj 

xg 


<U 

X 


T3 

CL 

Oh 

O 

x 

<73 

t5 

<u 


&• 

& 

<U 


aj 

K 

3 

o 


cu 

X 

<73 


f 

cu 

a 

o 

c 

<73 

X 

2 

o 

E 


o 

*qj 

g 3 

o _c 


<u 

L 

<U 

X 


u r, 

Oh CO 

C3 CU 
cn X) 


a 

o 

.a 

■a 

*3 JS 
cp y 

O 53 
u 

u V 

tj ts 

2 - 
£ <u 

Ph ^ 
qj *-» 

J3 o 
~ a 

cS » 

^ « 
^ Lh 

a 

3 *9 

</) qj 

a ts 
« -s 

S U 



32 Chapter 3: Setting Up Your Programs 
































































Chapter 3: Setting Up Your Programs 33 


h-J Pi vts 

Er cl ^ 

c/5* & 1 O 
c/5 p. SS 

m o v 
p d ^ 
O p ^ 

Sr£ | 
O g <* 
!T3 
nr nr J? 

e o <§. 

p & 
Pi 

rt S 


i—» _* 

d- Q 


E > 

O 3 

8: i 

D rt 
QfQ Pi 
r-t CT 

?f 2 

g" B- 

rt o 


O «. 

c/5 <r? 

g- S* 

XT n ^ 

£ sr^ 
g. S' a. 


D 

9- 

o 

pi 


QTQ 




g= 

a 


Pi 

^ rt d 
CD 3 
^ a g 
o "S' 

7? o 2 

p rt § 


nr 

rt 

cr 

pi 

n 

PV 

c/5 

51 

rt 

o 


a) g- 

& H) 
c/5* CL 

*; » 
cn p*c 

c/i 


o 

o 

gr 

rt) 

Cl 


ta ►n 

° i* 
€ °- 
3“ 

& 

**>g 


nr 

o^ 

fT 

S' 

8* 

8 

| 

hT 


n 

o 

5 

a 

rt 

t 


cr 

rt 


sr 

rt 


& ^ 

rt 2. 

i! 

5' §5 
o i 

§: §* 
I 3 

e 


b; 

•3 

3 

?? 

QTQ 

O 

jr 

© 

5‘ 

c*> 

ft 

a 


2 sr 

0 ft 

z ta 
|f 3 
§ S 

Iff 

O cl 
P & 

c/) 

cr 


fT^ 

8 * 


ft 

I 


CT 
ft ft 
^ ft 

IS 

e. sr 
«. e 
g* 3 
n §* 
3 * 

a i 

** 
V) o 

er a 
0 CL 

3 8* 
- 

J-t 


& s* 

c/5 v ~' 

rr -o 


rt 

rt 

o 

n 

5T 

5’ 

CTQ 

pi 

D 

o- 

a 

g^ 

o 

gr 

d' 

Pi 

t=D 

o 

"O 

T3 


rt 


T3 

3 

rt 

5* 

rt 


r? n 
^ pi r 

g S- pi 
^ gL Q- 

C3> ^ C/o’ 

rT £f 

^ o o 

O £L 
t gf H - 
ft pi 

o - 3. 

3 “3 5/1 

Pi C 
e- rt 

Q- JL> 

5’ S3 

o’ 3 
r> g 

^ n 


^ pi 

rt 5 


rt 
O 
D 

rt 

(—t 

cn 
rt 

Pi 

5 

D 
O 

" 5 - 

ft 

rt rt 
£ 2 ~> nr 

^ Pi 

rt ^ 

^ CTQ 

G- rt 

^ S' 

n = 

n? ?° 
rt tn 


cn 

00 

P? 


nr 

rD 

o 

o 

n 

<—h 

o> 

n 

rt 

O 

o- 

c75‘ 

t^r 


C/5 

O 

•—i 

s 5 

c 

rt 

•—s 

p? 

nc 

n$ 

rt 

pi 

cn 

rt 



5’ 

5' 


rt 

3- 

& 

rt 

cTi* 

D 

?r 

G 

C/5 


nr 

rt 

nr 

o 

c 

pi 

CL 

<—* 

cr 

rt 

rt 


4^ 

c/5 

■§ i 

g o 

ft 

er ^ 
o er 
fiT 

sr & 
cr ^r 
2 E 

?r ^ 

a B 


o 

rt 

sr 

CL 

CD 

o 

c 

rt 

Pi 

D 


Q* 

2 * 

o 

C/) 

O 


sr 

ft 


G 

cn 

rt 

c 


cr 

p 

£5. 


Pi 

tD 

C 


QTQ 

»r—5 

er g- 

ft p 


o 

3 

o 

nS 

*—h 

5* 

& 






0NINHV31 
















<L) 


X5 

QJ 


QJ 

■i—< 

qj 

CO 

G) 


<u 

_ & 

£ 'C 

O <U 
£ c 

a S 

s-T ^ 

s ^ 

t O <_; 

CD 

s-. Dd 

O 

2 B 

«3 

<73 c£ 
+_> ^ 
S ^ 
S (D 
> B 

S-h -•—> 

O o 

T3 t; 
(U G 
qj O 
c .y 

CD £3 

00 

C 00 
-2 C 

ft 

11 
<y ^ 
*g s 


*ld 

■2 c x 

<D O r 

B B -s 

3 £ 2 

*o g 
a <d *o 

^ a S 

q “ 2 
b 3 c 
S, o 

00 ^ K> 

.s -s « 

3 s ? 
8 * .8 
6 j3 y 
g 2 2 

Pd cP ^ 

<U G 

eSR 

2 y ^ 

oo 2 o 

O Qh CO 

S—I 4—> 

a ij a 
-S 2 
o^o 

£ I « 

I = s 

d ^ <D 
O O *S 


y 

JD 

u 

ca 


a 

o 

.ii 

Q 

S 

CA 

O 


cj 

c$ 

§ 

CD 

B 

•N* 

-3 

B 

U 



qj 

C/3 

G 





a 



c" 1 O 

<u a £ 

lo^ 


qj 

B 

4—» 

D 

2 

3 

o 

B 


CD 

C/3 

CD 

B 



G CD 'G 


o 

C/3 


CD 



3 -c jp 



C/3 


C/3 

P 

. 


« 2 '§ 


00 

G 

G 

q 


5-h 

o 



£ oo 2 


*? 

G 


S—t 

D 


CD C CD 


o 

o 


CD 

CD 

a 

E 1-5 


B 

C/3 

CD 

q-> 



u 

CA 

a 

CD 

B -g s 


e 

<73 

jS 


B 

^ . 

O 

-*-» 

g 

o _r "O 


CD 

2 


o H 

C3 


2 £ 


Qh 

C/3 


b 2 

o 

CD 

s 

cjo S -c 
■B B ^ 


Oh 

<73 

2 


c 2 
^ 2 

.a 

In 

j= 

S <L> -S. 

O -£ -SP 


o 

T3 

<73 

B 

G 

qj 

o <u 
2 

g 

4-> 

a 

s. c 

O ^ 4—> 


G 

'? 

04 

o 

e 

.2 

qj 

B y 
^ 2 
£ Pd 

2 

qj 

O 

o •— 


Q 

g 


£ <D 

D 

vfa 

g ^ s 


K 

C/3 

CD 

o B 


a 

qj 

On 

O 

5-3 "S 
C-4 a o 

CD o ^ 
^ 2 T3 


B 

C/3 

o 

G 

qj 

B 

4—> 

V|—( 

o 

£ 

Pd 

CD 

B 

CD B 
> G 
<73 cG 

B Q 

CD 

2 

PU 

CD 

qj 

C/3 

3 

8 OO C 

B .S g 

QD c/3 Ch 

G 

o 

*0 

<73 

s 

<y3 

G 

CD 

qj 

T3 

£ ^ 


o 

B 

U 

d S £ 
0^0 
^ a u 

G 

B 

CD 

B 

H- 

G 

O 

CD 

G 

D 

^G 

g a 
2 fa 

<73 

B 

U 








rn 



did 
.CA 


& 

b 

e 

o 

b 

T3 

C 

c<3 

a-) 


qj 

Oh 

s 

CD 


CD 

s 

qj 

Vh 

B 

s 

o 


CD 

CD 

4—> 

a 

Pd 


CD 

B 

4—4 

00 

a 

b 

CD 

G 

t2 

G 

CD 


G 

B 

C/3 


qj 

_ gp 

53 S 

<D 2 

£ 2 

ca 2 

o 
o 

^ 8 
CD CD 
B G 

' g 
b 

^ CA 
O, CD 

O x; 

4—> '*—* 

O (D 

c 2 
O *<a 

Q .2 


d*s 

C/3 


c 

CD 




34 Chapter 3: Setting Up Your Programs 




















Chapter 3: Setting Up Your Programs 35 


g. 2. & 

& Q. 55 
2 t •§ 

5' *S 

r—t 

S' H 


rt> 




^ 5* 

<*» c/> o 

^ Q 1^, 

° cr sr 

i— po rD 

d ^ 

QfQ 2 ^ 

rt> - 

^ a> 

?f g" 

^ S' 

^ rD 

cn f* 

F? ^ 
cr s 

I- 3 

*1 

3 = 

S-I 

£L 


rD 

3 



4^ 


s ® 

i 3 

tiiorS 
cr a 

S nf 

^ * 

o 3 
O n 
g ft 

£5 fD 

3 g* 

E S 

H ~ 

J-S « 
ora o 

E » 

rD 

P- O 
«-► 3* 

r s 

t3 ^ 
m P* 

2. a 

rD JL 
&d cr 

vi p 
rt> ca 

«-f 

E s 

o 

o 

p 


00 

Q 

s* 

ST 

P 

VI 

n> 

<— t* 


C?3* 

cr 

n 

S* 

rD 

3 

"a 

£ 

"3 


ON 


rD 

a* 


ff 

I 

I 

•E 

i 

I 


Vi 

O 

O 

Vi 

rD 


o 

rD 


^ P 


n 

cs 

n 

*r 


rD 

O 

* 

cr 

p 


rD 

cr 

£5 

cn 

S’ 


n 

O 

D 

D 

O 

o 

P 
QTQ 
rD 
| —s 

cr 

c^ 

CfQ 

rD 


D 

o- 

n* 

po 

<—h 

3' 

CTQ 


o 

p 


3“ Q 

£ o 

crT 

•—• D 
P OQ 

F O 
a> 

3 

"a 

rS* 


S' 

0 

on 

3 

cr 

po 

CD 

S’ 


"S 


rD 

p 


CTQ 



yi 

O 

n> 

P 

<-► 

5f 

I 

Vi 

rD 

cr 

I 

r 


o 

o 

p 


ONiisiavai 



















G 

a. 

£ 

o 

qj 

qj 


QJ 


o ~ 

CD <73 

QJ 

5-. 

QJ > 

2 Q 


‘t? 

2 Q 


c 

o 


X 


g 

o 


G 

X 


X C 

&'§ 

a. S 

£ 1 

s £ 

c3 QJ 


£ 


a-) 
qj — 1 
S2 O 


2 

Oh 

<L> 

x 


o 

£ 

<D 

X 


O ;g 

2 6 
■S 2 

x go 
o 


Oh 

o 

qj 


<73 

jy £ 

QJ <73 
v-i qj 
-J Oh 

o & 

CT3 

G 

JJ 3 

§ *a 

^ X) 


o 

QJ 

CD 

x 


Q 

E 

€ 2 
o g 
o *G 

QJ $5 

•X S 


a-> 

S 

<73 

C 

QJ 

£ 

<73 

cd 

QJ 

X 



QJ —4 

•Ha 
w a 


Q 

E 


o g? 
g 2 

S o 

tin -G 


.5 G 
QJ O 
c^S >, 


QJ 

X 


J* £ 

w g 

c 2 
o c 

.QJ O 

Q £ 

E -c 


x 

CD 

O 


G 

, £ 
.g go 

QJ G 
<73 X 

X > 

^ o 
oj x 
X CD 


aj <t3 

a QJ 
o o 
— a 

§J 

C O 

QJ X 

X G 


£ 

2 

go 

fU 

^ qj 

<u 

X ^ 

4—> QJ 

cd QJ 
QJ 

£ > 
G G 
QJ O 

G ^ 
O X 
QJ .X 

CD X 

•t£ cu 
GO X 
G 

o ^ 


X qj 

^ S 

X o 

T-J QJ 


QJ 

X 


QJ 

Jh 

T3 

CD 






ITS 


'O 


oo 


8 

s? 

Oh 

5-h 

P 

g. 

+—> 
cx 

c 

1 

5-i 

P 

£. 

c 

O 


c 

T3 ’2 

C 5 

9 S 

^ 3 

8 1 

^ >- 


QJ 

G 


| 2 
GO G 
O <73 

a. o. 
oo 3 

I S’ 

1 -S 

8 § 

ss 

x x 

CD Qh 

^3 2 
>. go 

G 5—i 


QJ 

£ 


GO 
G 
’cd 
^ cd 
G QJ 
O QJ 

>p S 

±5 Qh 


1 

X 

O 

G 

O 

X 

G 

g. 

fci «-• 

. QJ 
X K 

CD G 

X 3 

~g 2 

3 B 

t: c 

5 °J 

£-5 
g o 

° s 

g GO 
O r 

G 9J 

G ^ 
G ^ 

s ^ 

6 I 

2 2 

S ^ 
.£ § 


x 

QJ 

<73 

QJ 

<73 

2 c 

■g I 

c/d QJ 

•S S 

QJ X 

3? ^ 

2 G 

X \§ 

QJ tj 
QJ 3 

c 5 

CD CD 

£ .S 

2 QJ 
GO X 

8 > 

^ O 

OJ x 
£ 8 
s 

S £ -• 
la a 

rv qj GO 

f 


x 2 


QJ 

O. 


<1 


2 

Oh 


CD O 

§ S3 


QJ 


C 
O 

QJ 
QJ 
G -S 


O 

*3 

CD 

G 


>> 

Qh 

O 

QJ 

o 

§ 


QJ G 
Q O oo 

C/~) •’-H 


X 

3 

X 

Qh 


‘1 

CD 

G 

t£ 


QJ 

G 

<73 

. 

£ 

.O 

CD 

£ 

o 

QJ 

5-! 

2 

QJ 

'G 

G 

5-i 

CD 

G 

a 

oJd 

o 

Im 

X 

G 

O 

Qh 

X 

£ 

i 

X 

CD 

QJ 

E 

2 

Q 

5_i 

Qh 

QJ 

G 

QJ 

GO 

QJ 

CD 

X 

£ 

<73 

5-i 

-*-» 

X 

QJ 

o 

nJ 

<73 

QJ 

O 


CH—, 

X 

5—i 

Q 

5-H 



M 


36 Chapter 3: Setting Up Your Programs 









Chapter 3: Setting Up Your Programs 37 


b: o o 

€13 

E « CB 

*§. a. g* 

a <» « 
q s=f p 
Q* ^ * 




o 

| 

pl 


P 

p 

FT 


p 

rD 


"o 

c 

p 

o 

3 


£ 


CO 

p 

3 

g 

CL 

rD 


c 

cr 

I 

rD 

P 

O 

p 

O 

*g 

p' 

cl 

pl 

p 

S 

3 

CO 

p 

3 

g 

Cl 

rD 


r& 


pl 

5 

c. c 

aT « 

p & 
P ^ 

p 3 
C3 c 

& £ 
o Er 
< 

TD a 
P O 
O p 

® 4- 

§ O 
P £3 
P rD 

SI 4? 
o q 

a P? 

3 £- 

cn CL 

£ S 


"O ^ 

cr q 

R rD 
cl < 

CL 2$ 
on* 


■-3 

tr 

i 

I 

3 

§ 

CO 

Fd 

3 

o 

S 

rD 

5? 


CT C 


po cn 


PL 

p - 

5' ^ 

O ^ 
cn cn c/3 


CO 

o 


rD 3 
cl 3 
^ rD 

CD 


00 

O 

o 

*r 


T3 TD 
£5 

O O 
CfQ Qp 


■-3 

cr 

p 


^ p 

ffi 3 

C5 >Tj 

o 

cl 

p 

p$ 

o 

c 

P 

o 

3 


r-r O 

3 CfQ 


£4 

c 

TD 

& 

cn* 

£*r 

cn 


£5 

3 

a- 


1 

p 


?r » 

•O 4* 

I r/-> 


PL 

O 

<—t- 

< 

CfQ 

P 

P 

3 

3 

5 

3 

o 

o 

CL 


CO 

cn’ 

CL 

P 

’—i 

cn 

^r 




P 

o 

cn 

3 

c 

O 

s 1 

n 

S - 

p 

CL 

P 

| —i 

p 

o 

p 

p 

cn 

p‘ 

p 

O 

P 

CL 

cr 

p 


*> 55* 

co ft 

rj 

3 

g 

S 

5 

•-* 

5* 


*T3 

5 

o 

3 


2 o 

3 SF 
•—1n q 

2. £ 
a- S. 

P 3 

5- 

-j 9 

Sf ^ 
rD 

2- CD 
CL p 
P 5^ 


C- o 
cr <j 

P P. 

S era 

3 *. 


n 

cr 

o 

o 

C/3 

p 

O 

*& 

p 

S3 

S 1 

3 

<■*• 

8* 

hd 

S3: 

p 

3 

n 

S3 

c 


p 

p 

o 

£3 

<— t- 

P 

P 


CL 

S 


cr 

p 


^ O 

P 

pl <—f 
<3 ^ 

2 8T 

^ P 


P pO 

o ?r 
cc. rD 

§f § 

ED P 

3 

P P 
^ 2. 


o 

o 

o 

o 

Cr 

PL 

p 

’—i 

4^ 


P 

’—5 

P 

"o 

c 


o 

c 


£D 

O 



4^ 


V* 





8 

V 

CL n 
o o* 

% s 

p rD 

o 

o 

S3 

P 

Q 

p* 

a* r-K 

O ST 
tt « 

a 

C/3 

O 

* 



o 

>-h 

pf 

o 


3 

«-^- 

sr 

p 

p 

o 


° 

p P 

3 ^ 


cr 

o 

o 

p 

p 

P 

CL 

o 

p 


^ 1 
s s 


. -o > 
£S a. 

3 £L 
s>5 o 

S 8 » 

cn 3 5^ 


re 

ft 


s 


p 


3r 5 

SP 3 

5* S* 

t - 

?1 

i 

B 


1 

1 

•< 

cr 

p 


— p- p 

p cr p 

rrj rD c/j 

O p 
ago 
q 3 c 
^ p a 

D 

cn 
O 




O 
C 
£T Z~ 
n> p 

^ 

cr 

cn O 
P £ 

cr £ 

e o 
p* s* 
^ 3 
3* 3 

po 

s: ^ 

cn PL 
P ""f 

cn 1 
P 


n 

tr 

o 

o 

c^ 

P 

M 

i 

f* 

a* 

1 

s* 

E? 

o 

3 

cr 

p 

CO 

p 

p 

E 

3 

P 

S3 

C 


0MIMHV31 














the difference between application programs and system 

software 




OMIMHV31 


Creatine a Document and Be/ore,, °" begin 

V/'Yii chrviil/d Koup ol ran/ 












a 

73 

L 

OJO 

o 


£ 

43 

£ 

CD 


CD 

CD 

o 

G 

£ 

c 

<D 


73 

y 

CD 

CD 

<73 

I 

T3 

C 


T3 

CD 


G 

G 

C 

<73 


<73 

43 

G 

G 

D 


I 

*G 

C 


D 

E 

<73 

G 

G 

G 

D 

E 

>< 

£ 

JG 

cs 

£ 

o 

.G 


<73 

43 

G 

C 

D 

E 

D 

43 



G 

1 

43 


G 

£ 

t3 

4^ 


G 
O G 
>. O 
D > " 

CO 7D3 

G ' ■ 

<73 
D 
D 


60 

G 


QJ 


D 

43 


O 

G 

co 

.c 

*c3 
■»—> 
G 
O 

D 

I 

T3 

G 


3 I' 

*G ^ 
G G 
G D 

D .S 

43 h 
H £ 


G 



G 

oi 


TD 

E 


^D 

<73 

G 

•4 

•pi 

<73 

33^ 

G 

, , 

D 

G 

co 

s 

s 

s 

_c 



*E 

G 

*63b 


G 

a 

G 

73 

73 


G 

JD 


D 


4 


15 

r_j 

^G 

*G 

.CO 

6JD 

D 

D 

a 

> 

E 


G 

O 


> ^ 
D D 

4= P 


3 <73 

feb 
P 2 

CD 
™ 6J0 

T3 G 

s 

<73 CO 

W D 
G p 
D O 

E CD 
§12 
■§ | 
s ^ 

D E 


<73 D 


g 

bJD 

a 

CD 

<3S 

c 

<D> 

CD 

o 


I M 

a 3 '! 

a.£ 

<73 


D 

60 S2 — 
G ^ 43 


CD 

E 

o 

D 

5-i 

G 

£ 


G 

<73 

D 


CO 


D 

^ s 

^ o 

D 


G 

— O 

U - 

Cl -2 — 

_ o <73 

*9 i -s 


o 

"G 

G 

D 

D 

43 


£ d 

o o 

*3 - 

| fi 

Q 43 

S3 ® 

^ o 

§ .a 

1 a 

I s 

<2 D 

* 5 
^ a 

T2 D 
CD 


D 


•G ° 


G 

D 

CD 

o 

D 

co 

O 

O 

-G 

D 

C 

D 

43 

T3 

G 

<73 


D 

D 


D*3 

D 


o ^ 

u D 

£3 


o .a 


E 

<73 

5-i 

g* 

CD 

D 

43 ^ 

^ CD 
G -G 

P -2 
>- u 
60 G 

•I '5 
I S 


£ O 

73 <V) 

«J .c 

§:^ 
<73 ^ 


G 

G 

D 

a 

<u 


> <-o 

5 ^3 

.S ^ 

£ ' ‘ 

Q 
ffi 


<73 


D 
-G PL, 

c a 

D -£3 

o E 

e2 cS 


43 

co 

O 


G >< 

g.g 


c O 

1 

S 

D 
43 


43 

D 
73 

£3 # 
g fE 

D "O 
G ^ 

O 13 

D D 


a 

o 

u 


s 

p 

£ 

D 

43 

a 

D 

CD 

o 


n 



D 

CD 

O 

D 

co 

O 

O 

43 

D 

C 

D 


T3 

G 

<73 


D 

-2 

D 


4*3 

.D 

T3 g 
c S 
8 £ 
o -g 
-S ^ 
c a 
<u -S 

Qh f-H 

o E 

rO £ 
E— 1 43 


40 Chapter 4: Creating a Document and Saving Your Work 


























Chapter 4: Creating a Document and Saving Your Work 41 


s 5 

c 


cr 

CD 

o 

g** 

c?q 

d' 


CD 


CD 

d 

>< 


CD 


O 


O ri¬ 
ft H' 

d* d 
CD 05 


CO 

•o 

s: 

CD 


CL 
H- 
i-h 
Hi 
0 
^ n 
H- 0 
0 d 
d* r+ 
0 

Cl hh 

o 
o 

CL 


O H- 
H ft 
C 

0 0 
M Cl 
O 

C3 rt 
0 cr 
o 0 

T3 d 


co 

0 


0 0 
rt 

0 h{ H- 


3 
0 
0 0 
h 

cr h- 
o d 
3 yQ 
0 

• CL 
H- 
l-h 
l-h 
0 
n 
0 
d 
rt 


Cd 0 
0 d 
0 kQ 
** 0 
H- 

d I- 1 
CQ 0 
d 

CL CL 
H- > 
l-h 
i-h 

0 H- 


O 

l-h 0 
O 
h 
O 
0 
0 


0 
r+ 
m d 
0 0 
d d 
yQ lQ 
d 0 
0 

c Q 0 
0 d 
0 CL 




w 

CO 


I 

I 


CD 


H- fL) 

n 

o 

d rt 


s; 

0 

0 


£ ^ o 

5. CD o 

o S* d 

g t5 

P ^ T5 
CL CD 
cd e* 

g=cg 

^ H S' 

-V CD 
CD £0 
r-t CD 

a § 

Si 

— -2 

g * 

p j-t- 
rt s: 
5* C? 

o ^ 

o c 

® OQ 

s- 2 

CD ^ 
d O 
CD OL 

X! cr 

^ CD 
tf CD 

rt q^ 


d 

CD 


r£ ^ 

S 

r—t- 

' 3 

S' 

PL 

3 

cr 

E 

F 

cd 

3 


CD 

u 

jp 

CD 

CD 

P 

O 

cr 

ss 

CD 

5T 

CD 

po 

o 

CD 


2 "<§ 

3. 3 

CD 


rr 

CD 

"a - 

s 

•—s 

a- 

8 

CD 

CD 


C 

c 

co 

CD 


a js 

CD Sc? 
CD ^ 

gj- 

2. g 

I F' 

3 cr 
cd rD 

O- CD 
• po 
C 

CD 


S- ^ d 

o p d 

Q rt' CD 

§ 5* c 
3 oq ^ 

CD _ C 

3 o cl 

r-p n> 

c« ^ Cl- 
^ o ^ 

S 3 “ 
5' Si 


§ a 3 

eg h -1 55 - 

a F 

CD 

E 


CL 

O 


d 

O 

cr 

cr 

1 

§ 

H- 

PL 

cr 

"o 

C 

I 

C 

S 

PL 


PL 

cr 


FT t=r 5 
^ 3 H 3 

cd p rr 


CD 

CD 


cr 


rr ^ 


CD 

*3 

CD 


cr 

CD 


2 


*3 


^7 LL 
•—5 J 
•Z? !~* 


CD 

PL 

cT 

CL 


pp 

LT 

rt 

p 

rt 

0 

r-t 

p 

O 

d 


rt 

p 

Cd 

0 

CD 

*—<-> 

p 


vP 

cr 


rt 


CD 

o- 

3 

0 

p 

Cd 

c 


3 


CD 

d 


o 

s 

S' 

K 


O- HI 

CD DT 

D. c 

ji 
S' ^ 

c cr 

CD O 

§ 3- 

D 

<-*■ CD 
CC- c 
cr po 

^ 55 

CD ___ 

O CD 

3 c/T 
Cd ^ 

3 o 

Fd c 
^ D 

(—t co 

o 5 

S3. CD 

g S' 

2 ^ 
r^' p . 

o 

o 

c 

3 

p 

!D 

(—t 

?L 

Id 

Cl 


0 

c 

T3 

5’ 

HO 

un 

O 

C/5 

Oi 

n 

rtVW 

w 

V 

z 

cs 


CO 

C 

c 

0 

c/> 

CD 

CJ 

yw 



CD 

CD 

CD 




■ 

uC 

CD 

C 

3D 

(O 

-p 


' 


3§ 

0 

& 

"0 

■O 


88 

C/5 

88 

e 

w 

z 


n 

far 

o 

o 

C/3 

ft 

1 

f 

ft 

Cd 

E: 

rt 

3 

rt 

d 

d 


n 

rD 

r-h 

o> 

PL 

CL 

o 

o 

C 

3 

rt) 

L5 


3 a 

p d 

If 

•? § 

3i ^ 
rr < 
n> a 

11 

ti 

cr ^ 
r-t rr 
cr - 

rvv P 

P cr 

si 

c S- 

d 

p d 
cr 


CD 

§ 

O) 

•S 

c 


o 


Lr i—r- 

g ^ 

C ° 

S§ 3 

S- Cd 

3 3 

cc c 
cr »-i 

CD cr* 

3 

CL 

o 

3 

d 


0MIMHV31 






















Opening Lines”. 


60 

sr 

§ 

I* 

O 




qj 

jC 


G 

o 


QJ 

X2 

4—> 

c 

QJ 

s 

G 

qj 

o 

T3 

%-i 

g 

a 

1 


T3 

QJ 

QJ 

a 

g 

£ 


T3 

G 

<33 


QJ 

a 

& - 
Q-. (73 


G 

a 


a ^ 


l i 

QJ £ 

^ Oh ^ P 

*_T CL g „ 

DO —• O 
*G .2 “ 

E *2 

r> i J=3 

~ -g 

33 c3 

DO ^ 

G C 

CO QJ 

G Cl 
qj ^ 

J£ 0 

</T 

a g 

<D c 

S | 

&”g 

a § 

-C _C 

CO CO 

O G 

s & 


QJ 

G 

CL, 


<33 


<33 

^ o 
s-r qj 

.a & 2 

co "G g 
^ X5 


3 Lh 

a 

a 


c 

o 


I 

QJ 


_ o 
03 c 

G _ 
H <33 


OJ 

CO 


G 

G 

O 

4—> 

CO 

1 

a 

.a 

s 

*4—> 

•8 

CO 

S—t 

QJ 

G 

CL 

G 

O 

O 

O 

G 

£r 

QJ 

QJ 

Lh 

i 

a 

o 

o 

QJ 

o 

OJ 

a 

QJ 

i-4 

QJ 

O 

<33 

a 

G 

QJ 

c 

JO 

CL 

co 

o 

o 

*V-4 

a 

-G 

QJ 

S 

QJ 

G 

o 

QJ 

CD 

QJ 

CL 

QJ 


%-t 

QJ 

a 

-G 

G 

G 

o 

»—; 

G 

o 

QJ 

QJ 

^co 

>> 

DO 

.a 

QJ 

.£ 

G 

C_i 

QJ 

G 

a 


c 

CD 

a 

si 

33 •>. 


u-, <33 

a ta 
oj o 

_Q C 
_ '—< 

2 G 

G -•—> 
co C 
•— 1 c3 
QJ 


G 

P 


o 3 <73 

Si* 

Cl S o 

sn 


C -G 


CJ 

1 

§ * c 

P co QJ 

.59 ^ ~ 


33 ^ 

~g g 
f-« o 


o 

ps 



-ri >. qj 


•-H ~ GL cL) 

s CO 4—1 4-J 


>P 


1 

C/5 

U 


<T5 



QJ 

a 

G 

QJ 

o 

T3 


QJ 


-C 




~G 


G 


33 


'co 


QJ 


G 




DO 


G 

Q 

*a 

QJ 

ffi 

CL 

g: 

O 

CO 

O 



”G 

G 

JJ 

*G 


<33 

*4—4 

s 


G 

o 

O 

G 

”G 

co 

QJ 


S-i 

£ 

O 

O 

CO 

~G 

c 

G 

QJ 

£ 

QJ 

_Q 

QJ 

-G 

co 

33 


-C 


42 Chapter 4: Creating a Document and Saving Your Work 












































Chapter 4: Creating a Document and Saving Your Work 43 


g- S fe: 

CD ST pp 

gL Fd rf 
2T 5* ^ 
o S 

T3 O O 

- ^ c 

~ 3 

»—I—i c/5 

a r- 

.— cd 
cd «-► 
o a - 

P CD 

5' g. 

fl 

ro 

CD O 

v c 

D. c/5 
CTQ D - 
D - O 
^ C 
CD ^T 
O 

a cr 

O S 
>-h> rD 

g: 3 
§* S' 

3 CD 

o 


A - g 

Vi P5 

vs ST* 

R‘ S 
& 

? " 
* O 


p* 

3 

fT 

p 

Cft 

B* 

are 

«-*■ 

S=r 

CD 

3 

o 

e 

CD 


ro ^ 
o a. 

CTQ < 

3 <t> 
3 ^ 

Cf> O 
CfQ 
' I. »-$ 
r- P 


&* O 


CT T3 ^ 

£ 3 g 

O qQ n 
a 3 p 

3 P 

o £ cr 

§ a- 3 

CD CD ci 
ro 22 c/5 

ro f-rs 

D < 


CTQ CL 0> 


n> 

nr 

CD 

QTQ 

JL 

CD 

(— t 

l- 1 

<J* 

B* 

CD 

CD 

g 

V5 

5 

CL 

e* 

O 

p 

pu 


q 

zr>' 


O 

V3 

a 

3 

& 

0 

ro 

0 

CD 



0 

•r 

S' 

CD 

& 

QTQ 

5 

g 

3 

f 

CL 

O 

QTQ 

£ 


P 


o — 

D XD 

fl 

<—r- ^ ro 

3 3 3 

CD C CA 

CD Q- o 

^ *->13 

a 3 CD 

cr S 3 

CD 3 

S' § 

P^ ^ 

~ O 


JL> 
r —► 


T3^ 

O 

o n 


p 

t—*■ 

o 

D 

CD 


nr 3 
CD CD 3 

o 23 2 
ro O 3 

CD CTQ TO 

D 3 S 
3 Q 

•H ^= r 
5 s p 


3 

CD 


O 

3 

p 

D 


-§ £ ^ 
CD P rD 

» o 3 

i- ° R 

D 2 Q 
3 a T 

o cr ^ 
c a 


§* CTQ 
n cr 


CD 

rO 


K- 3^00 

S 3 

o o 

c /5 <3 

rr < 


p 

3 


cTT 3 

§ £ & 
£j, o iq 
<=+ ^ 

p ^ 
CD *-< 
JO. CA> 

nS S' 

CD 

B s 

nr p 
CD Q. 
►ri a 

5' o 
a- £ 1 , 
cd cr 

2 . a- 

c /5 CD 
^ ST 

^ O 
Sh ro 


g g- ^ 
a o o 

d p & 

R § 


CD 

CD 


3 3 “ 


po o 
G. ro 

D CD 


3* » 

‘ CTQ q- 


8 

s 

S' 

5 


C Q- 
or o 

o ^ 

§ 3 
3. ro 
P 3 

v-D- cn 

g 3 

& 5- 

CTQ 



cr G- 

>—s CD 

cr > 
cd ^5 

8 U 
3 cd' 
a ^ 

2 o' 
nr d 

CD 3 

21 § 
a d 
a- c 

CD H-. 
•-$ CD 

** S 

o ^ 


CD 

a. 

CTQ 


CD 

o 


D 

CD 



CD 

3 

CD 


0MIMHY31 


Switch orosrams 2. Make the Finder the active program by clicking the 

& Macintosh HD icon or anywhere on the desktop. 

The Opening Lines window is the active window and TeachText is 

the active program, but TeachText is not the only program that's The Hnder becomes the active P r0 8™' Nollce that 

open. ■ the Macintosh HD window appears on top of the Opening 
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(your “desktop”). “Finder” so that it’s highlighted, and then releasing the mouse 

button. 

Using the Finder, you can tell system software what you want it 

to do for you: which disks you want to use, which programs and The Finder becomes the active program, and the 

documents you want to open, where you want files to be stored. Macintosh HD window becomes the active window. 
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. Locate the insertion point. It should be in the upper- 6. Move the I-beam pointer to the immediate left of the 

left corner of the document. word “lights” (after “we saw the”). 

. Locate the I-beam pointer. If you don’t see it, move the 7. Drag horizontally, selecting the word “lights”, then 

mouse slightly. The pointer moves as the mouse moves. release the mouse button. 





































10. Drag horizontally, selecting the word “city”, then 13. Drag horizontally, selecting the letter t and the word 

release the mouse button. “horizon”, then release the mouse button. 
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. Move the I-beam pointer between the letter “e” in 6. Move the I-beam pointer to the immediate left of the 

“home” and the period at the end of the last sentence. words “Was” (in Was it another strange land ). 

Hold down the Shift key on your keyboard and click to 7. Click to set the insertion point. 

select the words “We wished it were home”. 8 choose from t h e Edit menu. 
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How you use the Chooser depends on whether your Macintosh is 
connected directly to the printer or connected to a network. 

























Chapter 5: Changing a Document and Printing Your Work 55 




^ -3 
^ Dr- 
;=;• cd 

cn' O 

<-r CD 

D 

Sr 3’ 

n otq 

*■* t-. 

§ 5' 

5 CD 

^ * 
DT §. 

2 D 

3 g- 
3* ^ 

!=1* C/5 

£ D - 

II 

FT D 
CD O 

P’ ^ 

D- CT 
CD 

CD ^ 

n> 


CD 
D* 

<5 a 

& 3" 
B- g. 
2 D 
& & 
3 


5 G 

2 o 

X or 
2 CD 

« f 

n Q 

s r 

P o 

CD £ 
•n CD 

8,3. 

ft 

n cl 

er 
o 

O QjfQ 
C/5 

CD a 

^ ST 

I ~ 

5 © 

P- c/5 

O CD 

^ cr 

§ 

s 

8 

tr 

CD 


n 

I 

** 

? 

I 

a 


g 

o 

9 

3 

P 

s 


CD 

I 

a 

4 

*3 



, 

cn ^ 

c/5 

cr 

CD l_ 0 

CD 

CD 

CD O 

P 

cr 

^ P- 

& 

CD 

FT 

S o 

p- >-i 

_ <—t 

OTQ 

O 

O cr 

& 

3P 

cr cd 

CD 

cr 

R- 3 

>0 

CD 

j-L O 

o 

o 

O 

nr a- 

CD CD 

a 

3 

CD’ 3 

«■+ 

cr 

"O 

c 

§ ^ 

D o 


CD 

<ZL 



cr r^ 

© 

O 

fo 

p 



<s>0 



CD 

D 


O 

O 


D 

Q- 

O 

"O 

CD 

CD 

&5 






nno 

i—i 

n a 

=j 

SL © 

o 

n -< 

o 

1# 

E 3 

2 

“ n 


o o 

n 


7T 

r 



D 


n 

far 

o 

o 

</5 

CD 

cr 

CD 

n 

cr 

o 

o 

c/5 

CD 

•n 

S' 

3 

& 

CD 

£ 

2 * 

ST 

3 

CD 

P 

P 


o 

D -r> 

* ^ 

3 c 

CD ’—5 

I I 

DT D- 

ft 


O tsr 

^ o 

D P 
3 CD 
33 cn 
S£ ^ 

D 
CL 

§• 


CD 


Q 

a 


a 

a 


D 

po 

3 

CD 


2 

CD 

*-} 

*-< 

X3 

D. 


bJ 


9NINHV31 


. Click the icon representing the printer you want to If your printer is on a network 

use. Make sure the icon is selected. 

Find out from your network administrator (or the person who set 
g=^_up your computer) which printer you can use, which zone it’s in 










































Click the word “Active” next to the word “AppleTalk”. 6. Click the close box near the upper-left corner of the 

, , , , , , , Chooser window. 

If Active wasn’t already selected, a dialog box appears. 

Click OK. If you changed printers, a dialog box appears. Click OK. 

_ The Opening Lines window should now be the active window. 
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Make a backup COPV 3. Drag the Opening Lines icon to the Practice disk icon 

1 1 until both icons are highlighted, then release the 

Storing a copy of your work on another disk is wise practice, like mouse button. 

saving regularly and saving often. In case a file or an entire disk is 
damaged, you have a copy of the file on another disk as a backup. 
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• Open the Practice disk icon. What next? 

You open the Practice disk icon by clicking the icon to select it Go to Chapter 6, where you’ll learn how to organize your work. 

and then choosing Open from the File menu, or you can Or take a break. Remember to turn off your Macintosh if you’ll be 

double-click the icon. away for more than a few hours. 






















It will take about an hour to go through this chapter. 
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. Press the Return key. 7. Type “Sis”. 

_ Whatever you type replaces the selected text. 










































Save another version of a document 5 - choose Save 45 60,11 ,he FUe menu - Do no ' choose 

Save. 

There is another way to make a different version of a document. 

You can stay in the program you’re using to create the document nM 

and save a different version under a different name. -——i 
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i. Type “Letter to Juan”. 






































Click “Letter to Parents. 
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Use an alias 

As you work, you may find it handy to have the same program or 
document stored in more than one folder, so you can open it 
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copy. the active program. 

Using aliases instead of making copies of a program or The insertion point (the blinking vertical line) should be at 

document lets you save space on your disks. the beginning of the document, to the left of D in “Dear”. 
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On your own: Fill out some stationery what next? 

Open the Memo Pad stationery pad icon and type a short memo. Go to Chapter 7, where you’ll learn how to find out more about 

D , ,. . . . , your Macintosh. Or take a break. 

Kemember to click the I-beam pointer where you want your text 

to appear before you start typing. Clicking in this way sets the Remember to turn off your Macintosh if you’ll be away for more 
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4. Go to the pages that you’re referred to and read about 
What’s in Macintosh Reference erasing disks. 

Part II of this book, Macintosh Reference, has almost no Some of the pages are about initializing disks. 

information on using application programs. Your best source Fjnd „ G| , ta , he , abu of contettts . 

of information about a particular program is the set ot books 
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If you need information on setting up your Macintosh or any 
information on features specific to your particular model, go to 
the setup book that came with your computer. 
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Arranging your office Avoiding fatigue 

Here are some guidelines for adjusting the furniture in your office These tips should help you get the most out of your work 

to accommodate your physical size and shape. sessions with the computer. 

■ Adjust the chair so your thighs are horizontal, your feet flat on ■ Regularly change your seated position, stand up, or stretch 
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Disk as the Startup Disk” in Chapter 9, Hard Disks and jp e cust0 m installation box appears. All parts of the system 

Floppy Disks. software are listed, and you have a choice of standard or 

minimal system software for each model of the Macintosh 

computer. 
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. Scroll through the list of items and hold down the 9. Follow the instructions that appear on screen. 

Shift key as you click the items you want to install. 

When a disk is ejected and you see a message instructing 
. you to insert another system software disk, insert the disk 
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Working with several programs at a time Switching programs 

You can keep as many programs and desk accessories open at the You switch between open programs or desk accessories by 

same time as your computer’s memory allows. choosing their names from the Application menu in the right end 

of the menu bar. 

All open programs are listed in the Application menu, which 
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Erasing a disk Designating a hard disk 

Erasing a disk actually initializes it. aS the startup disk 

. f . , ... If you use more than one startup disk with your Macintosh, you 

A Warning: You lose any information you may have on a disk , , , ,. , , , . 

, . 7 7 7 can specify which hard disk you want used as the startup disk the 

when you erase it. ▲ .. 
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Locking a floppy disk Locking a file 

To lock a floppy disk: You use the Get Info command to lock a document or program. 

. Slide the tab on the back side of the disk so that the Locking a progn “" may affect iB °P ration ' 

square hole is open. 1. Click the icon of the file you want to lock. 
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Ejecting a disk 2 - If ste P 1 doesn’t work, turn off the Macintosh. If the 

disk isn’t ejected, then hold down the mouse button 

You can eject a floppy disk by doing one of the following: when you turn the computer on again. 

■ Click the disk icon to select it and choose Put Away from the 3 . if step 2 doesn’t work, locate the small hole to the 

File menu. The icon disappears from the desktop. right of the disk drive’s opening, and carefully insert 













Disk care Testing and repairing disks 

For information on floppy disk care, see Chapter 3, “Setting Up Both floppy disks and hard disks can become damaged from 

Your Programs,” or read the instructions that came with your repeated use and handling. If you see a message reporting that a 

floppy disks. disk is damaged or unreadable, Disk First Aid or Apple HD SC 
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Creating a template 

Getting information about your files 

Using the Info window 

Using the View menu 
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When you open I Type the name I Click Save when you have 

a folder, its contents of the document named the document and the 

are listed in the here. directory you want to put it in 

current directory. is the current directory. 
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item s icon highlighted. 

If you deleted the original, you’ll see a message reporting that 

the original can’t be found. Aliases are not deleted when the 

original files are deleted. 


‘ 5? 

rt 

• g 
' 5 

o- 
o 

- ^ 

• rt 

- O 

• 5 
’ 3 

g 

■M 


rt 

o 

<g- 

I 


rt 

3 

o 

a 

P 


n 

g 

£r 

rt 

1 -n 

i 

o 

3. 


o' 

s 

rt 

P 



ro c^'crg" 
r 3 *“ 5 ‘ 

D £3 

&3 A- 

7 i rt) n 

ci 

w c 

rt> c/> 


rt 

B- 


p 

S’ 

3 

a 

i 

po 

T5 

rt 

pa 


n 

er 

o 

o 

rt 

o 

rt 

rt 

I 

3 

rt 

P* 

rt 

I 

l 

s 


o % 

rt 

rt* 

O 

P 


| S 5 

P c 
g- rt 

** 2 50 


o 

rt 


rt 

o 

| -s 

Cfq’ 

3* 

P 


P^ 

P 

B- 

S 

cr 

o 

p 

rt 

P 

3* 

CfQ 

5* 

rt 

p 


P 

cP 


o 

rt 

pS 

rt 

P* 

CTQ 


rt 

O 

£2 

CTQ* 

5’ 

B- 

o 

rt-j 

P 

P 

P 


P- g* 
rt rt 
h-j P 

3 c 

rt M 


H-. O' 


so¬ 

rt 


B- rt 

Q- P - 

rt rt 
!-» rt 

s*r 


n 


Ft 


O 

a3 


*Tj 

nT 


5^ 


4? S- ^ 

2 o o 

rt CL ^ 

3S| 

o 1 3 1 
o-1- r 

rt rt ^r 

3 c/> rt 
O c ^ 

►-t-* I-S 

^ n> 

O r-r P3 

C S'rT 

rt s^> 

C/2 r " t 3 

■s-s| 

Br "SL 8 
on rt cd 

r§§ 
£ s g 

oc s 
o 3? 5 

T 3 2 C 

rt 3 5* 

»—t rT i—' 


c S 5 

> 2 F 5 


s ^ 5' 



¥5 

g 3 

M ^ 
rt tj* 

g rt 

5 ^ 
g> H 

S. rt 

8 -B 
* 3 1 

i 


o 

O 

P 


o 

rt 

p 


p* 

rt 

I 

rt* 


O 

T 3 O 
rt C 
P rt 

H—• ^ 

^ P 
cr h-. 

*■< p 

p- 3 
o •— 

O po 

22 Cl 
P 3? 
CfQ rt 

p* O 

o 2 

3 


rt ro 

3 3 

rt t-. 

P P 
P rt. 

‘ ?f 

£ 

P 

rt 


3 

rt 

p 


cn 

O 

"8 

c 

rt 

pa 

P 


9 

C/3 


<£ 

r? 

3 


£ 

-o 

FT 

3 

rt) 

P 

c 


33 N 3 H 333 H 





















<u 

a 

a 


CD 

CD 

2 

Oh 

U 

O 

o 

a 

d 

S 

d 

oa 

P-H 

D 

JG 

H-n 

a 

o 


2r 

5-i 

d 

gg 

£ 

<73 

5-i 

o 

JD 

QG 

<73 

GG 

G 

cG 

G 


CD 


<73 

<L> 

a. . 

CL. QJ 
<73 <— 


<73 

JG 


H 

GG 

G 

O 

JG 

a 

<ri 

•Ph 

Ph 

a; 

CD 

Jf 

OiD 

O 

^3 

c 

o 

qj 


JG 

JG 


U 

Fh 

# g 



E 

rH 



<33 

G 


cS 

po 


<73 

QJ 


-S3 <J 

6 qj 
S5 -C 
Oh_, 

s— S 

3<S 

CL) O 

= 1 

<L) > 

S G 

8.1: 

CL) 

G § 

£ a 


G 

O 

G 

-Q -G 
CD y 

Ig <^ 

±3 <U 
C ^ 

£ s 

QJ cd 



J*S 

QJ 

T3 

d 

JG 

G 

£ 

O 

jg 


QJ 

G 

5-. 

O 

QJ 


3 

*2 *H 

- £ 
G O 

a Jg 

g G 
y G 

o 2 

G 3 

52 JG 

j3 CD 

J"- 1 qj 

x d 


o 

X5 


o 

JG 

2P u 

o u. 

t3 QJ 
^ £ 
<L) 
D tL* 


GG 
D 

*£ D 
< . i jG 


o 

0 J 

3 

d 

45 


QJ 

S 

a 

*o 

HH 

VM 

O . 

S3 

Oh® 
<H O 

o ^ 

¥ I 
i & 
a a 

d 5 

4a r" 

H-» <H 

gj 


<73 

pp S 

G D 
-2 

CD 2 
<73 JG 


g D 
D £ 

GT ^ 
G C 

<D 'ZJ 

M c 

<73 '~ H 


a 

<73 

QJ 


§: 


G 

E- 
% £- 
j s 

^ JG 


S_I 

s 

5-3 

o 

<U 

G 

<JG 


G 

PJO 


5-. 

G 

£ 

o 

2 

Hg 

CD 

<L> 

2 

qj 

4—> 

4—> 

JQJ 

o 

<L) 

5—i 

o 



GG 

qj 

"g 


JG 

e 


JG 

QJ 


Oh 

J 

C/3 

aj 

-O 

QJ 

JO 


a 

qj 

H—> 

• 

c 

DJD 

d 

o 

S 


a j t> 

*S c 

2^ 

G & 

O ^ 

.QJ <u 

CD *2 

4—> ■*— 1 

qj 

cP O 

1 1 

•S g 

^ S, 

JG ^ 

GG *2 
G G 
QG G 

2 2 

53 -5 gg 

S ^ 2 

g ^ 2 

QJ to ^ 

G £T 
G O <t3 
<tS .QJ G 

2 d qj 

^ ^ CD 


gp 


G cL. £ 

c3 2 

§ 8 ^ 

>5 G G 


Gd 

QJ 

<73 

JG 


W - 1 4 

§ s 

s | 

9 S 

>> o 

cl ^ 

2 I' 

S < 

•G5 2 
qj Oh 
»- 2 qj 

c -S 

O 
G 
O 
QJ 


OJO 
_G 
"cd 
_G 

S 

gG g 
qj O 

CL o 

^ <73 

G £ 

P 'GO 
^ 'G 
^ O 


H—* 

G 

Oh 

O 




G 

s 

a-> 

*5 

QJ 


O 

0/ 

s 

QJ 

03 

Ph 

CJ 

H-rf 

a 

o 

* 


$—I 

CD 

T3 


'9 


■§ j 

K ^ 

qj c 
-£ ^ 
D g 

CD QJ 

G 5—i 

r- <U 

S 2 

QJ O 
G ^ 

PQ 5_ 

^ ° 

^ qj 

S qg 

£ <73 

5P gg 

S c§ 

qj 2 
> _ 


QJ C 
<73 qj 


QJ 

4—> 4—> 

<73 CD 

M I 

§1 

c ^ 

£ CD 
QJ 

GG G 
G G 
c^S O 

e j" 

I ^ 

O (73 
QJ 

Sh 

GG t=! 
r -1 G 

.9 o 

Ph ^ 


• ■ G 

CD QJ 


QJ ^ _ 

J ? G 
H J O 

CL S ^ 

2 aj 2 

?3 L) 


02 

HH 

O 

o 

•iH 

i 

jj 

CC3 

JG 

4—> 

D 

QJ 

Jh 

c3 

QJ 

H-* 

.CD 

5_ 

<D 

GG 

E 

QJ 

TJ 

CD 

o 

G 

Ph 

73 

-G 

O 

■M 

2 

CD 

GJO 

qZ! 

_G 

QJ 

J 

O 

O 

C 

D 

GG 

G 

<73 

s 

£ 

JG 

U 

■c 

o 

JG 

U 

3 

c 

G 

QJ 

rH 


c4 

oG 


o 

D 


<u 

GG 

qj 

JG 


2 

QJ 


^ r=P ^ 


D 


S - 


P*~> ccq 

G 

qj 


CD 

CD >> 

-O lo 


G 

8 CL) 

G JG 

qj ^ 

5>5 55 G 

g S 

JG dj 


qj 

CL 

o 


114 Chapter 10: Organizing Your Files 

























. Press the pop-up menu in the middle to open it, drag 
to choose an item, and then release the mouse button. 
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Click the Find button. 2. Click the More Choices button. 

The first item that matches the name (or partial name) you The dialog box that appears lets you set different search 

typed is shown highlighted in a Finder window. If no item is characteristics through pop-up menus that together form a 

found, your Macintosh makes the alert sound. search order. 










































. Adjust the date, choose an item, or type text in the 7. If you want all found items displayed at once, click the 

upper-right area of the dialog box. checkbox labeled “all at once” so that an X appears. 

Clicking a number seta clicking *e up or 8 - Click the «“> 1>ulto " wken r 0 "' ve fi " ished se,tim 8 

down arrow changes the selected number. your search characteristics. 
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The search is limited to the items found in the first stage, 

and only those matching both sets of characteristics are 

highlighted. 
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Finding items through a two-stage search Uses of the Find command 

You can use two sets of characteristics and locate the items that The Find command can help you locate files quickly, organize 

meet both sets of characteristics. large quantities of documents, and develop an efficient system for 

1. Choose the first set of characteristics you want to backing up and archiving your work. 
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The document icon has changed into a stationery pad icon. 
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Using the View menu When the contents of a window are displayed as a list and you 

want them arranged in another list view, you don’t have to use the 

You can use the View menu to display the contents of a window View menu. You can click a column heading (such as Size or the 

by icon or small icon, or you can list them according to name, Last Modified date) tQ rearrange the list according t0 that 

size, kind, date, or label. (See Chapter 11, “Adapting Your heading 
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Making keyboard shortcuts easier to type ■ nu i uju,i s a '- lcc “ U1, 8 ,1UICM 

Adjusting the keyboard for very slow typing . Magnifying the screen image 

■ Turning off the Empty Wastebasket warning 

■ Managing memory 
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Specifying which items Installing files in the System Folder 

you want opened at startup Certain types of programs and other files need to be installed in 

„ , , . M the System Folder so your Macintosh can use them as part of the 

To have a file (a program or a document) open automatically 1 _ 1 . . . 1 

, , ' u • . u j n > • vi- system software. These files include 

when you start up your Macintosh, drag the file s icon or its alias ’ 
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. If you want to change the way the time is displayed 8. In the date display, click the month, day, or year to 

(12-hour or 24-hour), click the appropriate button. select it. 

The 12-hour format uses a.m. and p.m.; the 24-hour format Up and down arrows appear to the right of the date display. 

does not (1:30 p.m. is displayed as 13:30). 
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record sounds that you create) or a phono jack adapter (to record 
sounds from another audio source such as a compact disc or an 
audio cassette). 
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You can choose from a variety of patterns provided for the 5. To edit a pattern, click in the square to the left of the 

Macintosh desktop, or you can create your own design by miniature desktop. 

editing one of the patterns supplied. If your Macintosh an ^ dw |n (he ch co|or when you cllck „ Your 

display colors or shades of gray, you can also select your own s m d , n , he miniature desklop 

colors to use in the pattern. 
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Changing the color of windows Displaying colors or grays 

If your Macintosh displays colors or shades of gray, you can If your Macintosh displays colors or shades of gray, you can 

change the color of window borders. You make this adjustment in designate the number of colors or shades of gray you want 

the Color control panel (choose Control Panels from the Apple displayed. (How many colors or shades your Macintosh can 

menu and open the Color control panel). display depends on the video capability it has. See the setur 
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You also use the Monitors control panel to set the number of 3. Drag the icons of the other monitors to their positions 

colors or shades of gray you want displayed (go to “Displaying relative to the main monitor. 

Colors or Grays” in this chapter). _ ... ...... , . . 

’ ^ J To avoid becoming disoriented when you re using the 

1. Check the ID numbers of your monitors by clicking monitors, position the monitor icons so that they correspond 

the Identify button. to their actual positions on your desk. 
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A d justing Screen brightness A few models do not have brightness and contrast dials. If your 

Macintosh does not have such dials, you adjust screen brightness 
Most Macintosh models have brightness and contrast dials on the in the Brightness control panel (choose Control Panels from the 

monitor or a brightness dial on the computer itself. See the setup Apple menu and open the Brightness control panel), 

book that came with your computer or the instructions that came 
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To turn the magnification on or off, press 
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Depending on your Macintosh model, you also use the Memory 
control panel to adjust how virtual memory is used and to turn 
32-bit addressing on or off (see “Using Hard Disk Space as 
Memory” and “Turning On 32-bit Addressing” in this chapter). 
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Turning on 32-bit addressing 
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Using the LaserWriter Font Utility 
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Before you print 













If your printer is not on a network ❖ If your printer’s icon does not appear in the Chooser, then 

wl , , , . . the appropriate printer driver—the program that 

Make sure that you ve connected the printer according to the communicates with, or -drives," the printer-has not been 

instructions that came With it and that you know which port you installed in your System Folder close the chooser and install 

use (ont e ac o t e computer) to connect t e pnnter. the driver you need. You can use the Customize option in the 
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Network zones (appear only I AppleTalk must be active to 

if the Macintosh is on a use any network devices, 

network that has zones) including network printers. 
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i. If you want to be able to use your Macintosh for other When a LaserWriter printer is chosen, this Page Setup dialog 

work while it’s printing documents, click the On box appears: 

button next to Background Printing. 

Pop-up menu of special paper sizes 

The background printing option is available only if both the 
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After a moment, a status box appears. If background printing 
is turned on in the Chooser, the status box disappears after a 
few seconds, and you can do other work while printing 
continues. 
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i. Click Quit when you see a dialog box reporting that 
installation was successful. 
























Printing the contents of a window If the printer doesn’t print your document 

You can print the contents of the active window when you’re The Print command isn’t reaching the printer, the printer is 

working in the Finder. getting conflicting signals, or the printer isn’t working properly. 

1. Make sure that the window whose contents you want ■ Check that the printer is turned on and warmed up (if it’s a 
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You can use PrintMonitor to Working With fontS 

■ monitor the status of printing a font is a collection of letters, numbers, and symbols in a 

■ cancel a document currently printing or waiting to print distinctive typographic design. 

■ set the time you want a document to print (date and When you install Macintosh system software, several fonts are 
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For information on how the system software finds the fonts it 
needs, see “Getting the Best-Looking Fonts” in Chapter 16, “Tips 
and Troubleshooting.” 
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Outline fonts (also called scalable or variable-size fonts) describe Bitmapped fonts (also called fixed-size fonts), on the other hand, 

each letter, number, or symbol as a mathematical formula that describe each character as a grid of black and white dots (called a 

defines the character’s shape and adjusts itself to make the bit map), which is a rendering of the character’s shape in a 

character’s size larger or smaller. Your Macintosh, therefore, needs specific size. 

only a single outline font in a particular typeface (such as Times) _ 
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Transferring fonts to a LaserWriter printer 2. Choose Download Fonts from the File menu. 

If you’re using a LaserWriter printer that’s equipped to handle A dialog box appears. 

PostScript® and you want to print using PostScript outline fonts 

that are not built into your printer, you can transfer, or download, n — 1 .. ' ii 















































. Click the name of the font you want, then click Add. Finding out about available fonts 

You can press the Shift key while you click to select more than Most application programs have a Font menu that lists the fonts 

one font. installed in your System file, though some programs do not list 

them all (you can open the System file icon, inside the System 
li i| Folder, to see all the fonts stored there). 
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Choose Quit from the File menu. 











































A dialog box appears. 
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Restarting a LaserWriter printer 2. Choose Download PostScript File from the Utilities 

Restarting the printer clears its memory, removing the fonts 

stored there and making room for other fonts that you may want A dialog box appears. 

to transfer to the printer. 5. click the name of the file yon want to download to the 
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. Open the LaserWriter Font Utility icon. activity is saved in the printing log. 

You can open the printing log to see the sequence of 

PostScript commands when the file was sent. 
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If you’re using an Ethernet or a Token Ring network, your Making sure AppleTalk is on 

Macintosh needs both an EtherTalk or a TokenTalk expansion card ^ flrst ^ (um m ,er ^ have 

installed in one of its expansion slots and the appropriate software connected(0 a network AppteTa i k _ your computer's built-in 

to communicate with the network. (See the documentation that ncm turned on automatically. But if you have 

came with your expansion card if you need more mformatton.) tumed A leTalk off _ for example , to connect an ImageWriter 
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Before you begin Connecting to a shared disk 

Before you attempt to retrieve or store information on the 1. Choose the Chooser from the Apple menu. 

network, do the following: ^ cho(Ber open$ 

■ Find out the name of the shared disk you want to 
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:. If your network has zones, click the zone in which the 7. Click Guest or Registered User. 

computer with the shared disk you want resides. , 

Ir you are a guest or if you are not certain that you are 

If you do not see a box in your Chooser labeled AppleTalk registered, click Guest and go to step 10. If you are a 

Zones, skip this step. registered user, click Registered User. 




























10. Click OK. 12. Click OK. 

__ When you click OK, the dialog box closes and the icon of the 
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Using an alias to connect quickly to a shared disk Connecting automatically when you start up 

You can connect to a shared disk quickly by using aliases. You can set up your computer to connect automatically to shared 

1 . Connect <0 a shared disk. diskswheneveryouturniton. 

2. Click to select the shared disk icon. *' Connect to a computer with the shared disk you want. 
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connected as a guest, you share ownership of a folder you create 

with all guests and registered users. To learn about the access 

privileges you need to create a folder, see “Understanding Access 

Privileges” in this chapter. 
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The icons of folders that you own have a darkened tab. 2. Click the Set Password button. 

^ A dialog box appears. 

_ If a warning box tells you that you cannot change your 

password, your network administrator has prevented you 
















































Another dialog box asks you to confirm that you want to 
change the owner of the folder. 
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How file sharing works Turning file sharing on 

Sharing files on your computer consists of a few discrete steps Before you turn file sharing on, make sure that you have named 

that allow you to control exactly how you want to share your Macintosh as described in “Naming Your Macintosh and Its 

information on your computer. This section provides an overview Owner” earlier in this chapter. 
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The Users and Groups control panel appears. It contains at 3. Type the name of a person on the network whom you 

least two icons. One (outlined in bold) represents you as the want to make a registered user of your computer. 

owner and primary user of your Macintosh. Make ^ ^ you te „ the fasM mctly how y0ll regisKred 

The other icon is the < Guest > icon. You use this icon to him or her as a user. 

allow or disallow guests to gain access to the shared files on 
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❖ If you can’t find the New User command, click anywhere in 
the Users & Groups control panel to make it active. * 
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Setting a user’s password Naming a group of users 

You can assign passwords for your registered users to help verify You can name a group of registered users as a registered group 

their identities when they want to gain access to your computer. and share a folder or disk with the members of that group. 

1. Open a user icon in the Users & Groups control panel. 1. Open the Users & Groups control panel and choose 

., , . , New Group from the File menu. 












































. Type a name for the group. Seeing who’s in a group 

i. Drag the user icon of each person that you want to be ■ To see the names of the members of the group, open 

a member of the group to the new group icon. the group icon. 

You don’t need to drag your Macintosh owner icon to the A window opens and shows a member icon for every user 
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Connecting additional monitors 

Installing expansion cards 

NuBus™ power requirements 

Expanding memory 
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Connecting hard disks 


























To ensure accurate transmission of information, a terminator 
must be at each end of a SCSI chain. 
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Connecting a printer Connecting a modem 

Every Macintosh has a printer port, which you use to connect a Every Macintosh has a modem port, which you use to connect an 

printer to your computer. external modem to your computer. (A modem is a device that 

_ allows your computer to communicate with other computers over 
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Connecting headphones or speakers Connecting a microphone 

Every Macintosh computer has a sound output port, which you Certain Macintosh models (such as the Macintosh LC) have a 

use to connect speakers, an amplifier, headphones, or other audio sound input port, which you use to connect a microphone or 

output devices to your computer. The sound output port accepts other sound source to your computer. The sound input port 











Connecting additional monitors Installing expansion cards 

Most Macintosh computers accept video cards that let you All Macintosh computers except the Macintosh Classic accept 

connect additional monitors. Your first monitor may be built-in (as printed circuit boards (called cards) for video and graphics 

in the Macintosh Classic), connected to a built-in video port (as in applications, networking and communications, additional 
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Expanding memory 

The random-access memory (RAM) in your Macintosh can be 
expanded by adding Single In-Line Memory modules (or SIMMs) 
to those already installed or exchanging installed modules for 
ones that have greater storage capacity. (Some Macintosh models 
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Take your time Start over 

When you see an error message, you don’t have to take action Often you can eliminate a problem simply by clearing the 

immediately. The message stays on the screen until you click the computer’s memory and starting over. 

OK button or turn off the Macintosh. T , , , , 

If you can, save any open documents before restarting the 










. If pressing the reset switch does nothing or if your Solutions to common problems 

Macintosh does not have a reset switch, turn off your 

computer using the power switch, wait at least 10 , 

seconds, then turn it on again. The com P u,er 15 “ med on bm the screen ,s dark 

I. If the power switch doesn't turn off the computer, The Macintosh or the monitor is not 8 ettin 8 P° wer ' or ^ screen 
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When you start up, an icon appears in the middle Use the system software disk labeled Disk Tools to start up 

of the screen and the desktop doesn’t appear your Macintosh. (See “Starting Up With a Floppy Disk” in 

The system software is not installed on your hard disk or your Chapter 8, Setting Up Your Macintosh System, and Testing 

hard disk is not working properly. an< ^ ^ e P a ' r ' n 8 Disks in Chapter 9, Hard Disks and Floppy 

Disks,” for instructions on starting up with a floppy disk and 








































The pointer doesn’t move when you move the mouse Typing on the keyboard produces nothing on the screen 

The mouse is not connected properly or its signals are not The insertion point hasn’t been set, no text is selected, the 

reaching the computer. keyboard is not connected properly, or its signals are not reaching 

■ Turn off the computer using the power switch, then check com P uter - 


co 

<D 




G 


X 


D 


<73 


<73 


> 


4 —> 


D 


D 


D 

CO 


3 


73 


o 


<73 


D 



o 


x 


X 

X 

X 




D 

<73 



.CO 



D 

92 




T 3 


x 


a 

D 


X 

G 

<73 

Oh 

Oh 

<73 

D 

X 


Oh 


t ! | 

! * 


& 

O 


1 

X 

>< 

D 

X 

4 —> 

X 


4 —> 




D 

co 

G 


£ 

D 

D 

X 

X 

c 

£ 


> 

D 

D 

D 

G 



D 

CO 

G 

X 

o 


<w) 

D 


>~- 


<73 

O 

X 

o 

£ 

<73 


D 

X 

g> 

5 -T 

D 

X 

73 

5 -i 

OO 


G 

X 

G 

>- 

o 


1 

5 -i 

Oh 

X 

5-1 

Oh 


5 -i 

D 

o 

£ 

D 

Oh 

D 


G 

G 

o 

C_) 

2 

X 


'3 

O 

D 

Oh 

D 


Oh 

Oh 

X 

X 

5 —i 

G 

S 

D 

X 

G 

o 


D 

CO 

g 



o 

D 

D 

X 

<73 

S 

5 —i 

C? 

Oh 

D 

U 

<73 

Oh 

’£ 

D 

co 

.G 

G 

5 -. 

t 2 

G 

C 

o 

D 


O 

C 

co 

x 

D 


a 

o 

23 

CO 

D 

D Q 

•S 

OJD Oh 

a. ^ 

c ' 


ao 

a 

'Qh ’ 

X 

§ 

a '■ 

G 

D 

D 


C 

D 

X 


D 

X 


D 

X 


a 

o 

D 

D 

C 

C 

o 

D 

D 

x 


D 

x 


jd 

D 

D 

X 


o 

c 


D 

D 

G 

G 

O 


D co 

'S 2 

G 

o 2 

Q- <u 
CQ A 

9 1 

5-h 

D D 
X X 

° OJO 
D G 

■S Oh 

| | 
D D 
G ^ 

a, x 


o 

e 

.CO 

s 

32 

-8 


D 

X 

a 

D 

D 


D 

X 


G 
O 

OJO D 
co 


-h ST 
O ^ 
^ £ 


o 

G 

co 


<73 

O 


gP 

a d 

C 


X 

CO 


.£ £ g 

/—I ^ 


G 

Q 

Oh ^ 

G D 

§ ^ 

co c 

4 _| D 

G D 
D *-4 
G D 
D ^ 
to D 

x -S 

G 

x ° 

>< 
D 
X w 
co D 
O D 
* 


X 

D 

D 

X 

G 

r*\ 

1 

D 

i 

2 


G 

<73 

-s 

C 


X 

CO 

X 

D 

s 

Oh 


G 

1 

X 

D 

■s 

<73 

o 

X 

o 

t: 

o 

Oh 

■s 

<73 

o 

X 

CO 

OO 

.C 

X 

4 — > 

G 

D 

X 

til 

73 

to 

CO 

D 

O 

X 

5-3 

D 

X 

’> 

G 


CO 

>> 

’o, 

D 

co 

*~~1 

o 

X 

co 

D 

X 

G 

CQ 

D 

X 

§ 

X 

D 

X 

CO 

5 —i 

Oh 


D 

Q, 

O 

5-h 

a, 

X 

D 

D 

D 

G 

G 

O 

o 


-S 

D 


G 

O 

£ 

D 

x 

-t—> 

<73 

X 


D 



D 



G 

D 

5 -h 

73 

X 

D 

G 


X 

D 

4— > 

C 4—1 


.G 

X 

2 

*C 3 

s 

CO 

X 

Oh 

D 

X 

Oh 

.D 

c 

<73 

G 

E 

D 

D 

<73 

co 

5 -i 

<73 

CO 

5 -h 


4 —» 

G 

D 

1 

ITN 

5 —i 

5 -h 

D 

3 

CO 

D 

X 

G 

Oh 

<73 

O 

qj 

73 

X 

X 

QJ 

CJ> 

D 

D 

'1 

X 

% 

B 


co 

O 


D 

4 —> 

G 

X 

co 

co 

*0 

D 

G 

<73 

O 

o . 
£ 

s 

D 

X 

D 

X 

* 4 —> 

co 

X 

■<—* 


4 —> 

t: 

D 

G 

c 3 


<73 


G 

D 

CO 

D 

O 

QJ 

P£$ 

Oh 

■ 

■ 



230 Chapter 16: Tips and Troubleshooting 








Chapter 16: Tips and Troubleshooting 231 


rt) cn n co 


o g 
£- 

qI! cn 

51 § 
rt) rt. 

£3 13 

^ CTQ 
^ C 
33 

^ £ 


o 

I 


B. 33 
O r . rt 
3 ^ rt) 

C/5 £3 

Pi O 

£3 3 {=V v/j 

o- 3 «-* co 

^ b- ?r 3 


CD C/5 

rt" '< 




rt 

n 

O 

3 

Pi 


o 

O 


33 

Pi 


O 

c 

Pi 

9- 

w Q - 

rT 2 

S 3* 
S S 

B. rD 
O rt 


o> 

3 & 

CT 0/3 
Pi 3 
rt) rt 
pr n> 


P rt- 

™ rt 

^ D 
rt) 


rt £ 


rD 

x 

Fd 


o 

rt 

rt 

rt 

3 

H-J 

o 

•-3 


rt 

27 

cn’ 

o 

o- 

Pi. 

33 

rt 

•-$ 


O 

o 


n 

rt 


rt 

rt 


CL 

c 

Pi 


>-t 

rt 

Pi 



n> 

x 


3T n 
rti O 
rD 3 
£T P 
O O 

Sr 33 

3 B 

CTQ 2 
rt 
c/T 


n p 
O O Q 
3p 3 Q 

p P rD 


^ b 

rD 


C/5 

C/5 


3 9 

c/5 rD 


n 

pr 


s S- 

rD jn 
^ pi 

P* 3 
3 - o- 

r-h C/5 

3" ' < 
rD b 


k- 0 s: 

cl ^ rD 
P* rD c/5 
cn • ^-i 

B- "2 ^ 

C3 l ~5 r-t 

o c d 

S 23 

B- § 

1=2 3 

C/5 C/5 


B 
*-<l 

o 
O 
•—$ 

•—$ 
rD 
n 

r ~’' cn rt 
53* 3 

5rt c/5 3 

rt 
33 
O 

a: o 


g S 


5 o 

i g 

rt *■< 

O 

g? C. 
2 . 3 

3 rt 
£ 3 
pi B 
3 r 5' 

3 QTQ 
CTQ pi 

•-r rt 


rt 

3 


p^ 

QTQ 

rt j^- 
Pi rt 

|"2 C/5 

rt £ 

^ rt 

3 £ 

a- ^ 
L, & 
S B- 

pi pt 
pp pi 

rt p 
Cn Q- 

§ ^ 

rD 3 

rt"<§ 
pi 2 

B- ^ 
33 *0 


eg 

3 

3 

C/5 


c 

rt 

rt 

c 

cn 


_ w 

"i- 

rt 

rt 


rD 


n 

FT « 

pi C/5 

^ 3 
Jrt 


rt 

o 


rt 

rt 


Pi 

P 

9 

rt 


rt 

Pi 


rt 

5’ 


rt" 

n> 


o 

rt 

rt 


cn 

O 

P* 

rt 

O 

3 

33 

S 

n 

rt 

cn 

3 

n> 

cn 

cn 

O 

rt" 

rt 

rt> 

rt) 

rt" 

Pi 

T3 

S 3 

rt 

cn 

<—h 

Pi 

Pi 

rt 

rt 

Pi 

07 

cn 

O 

rt' 

Pi 

CTQ 

O) 

Pi 

X 

rt" 

rt 

rt 

R 

rt 

pi 

o 

rt 

g. 

jn 

Pi 

rt 

33 

33 

rt 

Pi 

cn 

3 

5 


C 

•—s 

O 

•-$ 

3 

rt 

rt" 

rt" 

rt 

cn 

O- 

cn 

cn 

rt 

i 

p- 

S 

c 

33 

g- 

cn’ 


Pi 

Q 

rt’ 

r—t 

o 

cn 

3" 

rD 

rt 

3 

rD 

Pi 

pr 

rt 

X 

Pi 

rt 


rt" 

^cn' 

33 

o 

3 

cn 

X 

3 

cn 

C 

•—t 

Q- 

33 


rD 

rt 

27 

rt 

O 

rt 

cn 

o' 

rt 

rt" 

S 


CD 
<—► 
Pi 


pi 
*—$ 
rt 

5? 

rt 


V-/ 

rt^ 33 


B. 3 
"o 


Crt 


rt" 

rt 


rt 

3 


rt 

c 

cn 

d' 

Pi 

rt 


CTQ 


3 

f\> rD 

1 3 

y 3 c 

_ cn 
Q- K* 

cn CTQ 

^ 3 

rt" 

rt 

rt 


s? 


rt 

Pi 


Q- 

O 

Q 

rt 

3 

rt 

rt 


o 

33 

rt 


rt 

O 

3" 

rt 


eg 

3 

3 

cn 

cr 

rt 

cP 

3 

rt 

cn 

r—t 

Pi 

§ 


33M3H3J3H 


A dialog box with a bomb appears The pointer “freezes” on the screen 

Your system has a software problem. Your system has a software problem. 

■ Write down what you were doing when the message ■ Press 3€-Option-Esc to close the program in use when the 

appeared, and write down the number on the message, if problem occurred. If this works, you can then save the 










Your program quits unexpectedly 

The program needs more memory than your Macintosh has 
available, or the program requires a floating-point unit (FPU) and 
your Macintosh doesn’t have one. 
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Using the mouse 
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Working with icons Opening an icon 

Icons on the Macintosh desktop represent disks (floppy disks and ^ ou °P en an * con selecting it and choosing Open from the File 

hard disks) and files (programs and documents). When you open menu or using the keyboard shortcut 3€-0 or Si-Down Arrow. Or 

an icon, its window appears, showing you what’s “inside” the disk y° u can double-click the icon. 

or file. 












Storing icons in a folder Working with windows 

Drag the icons to the folder until both the icons and the folder are A winc i ow app ears when you open an icon to show you what’s 

selected, and then release the mouse button. “inside” the icon. 
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Moving a window and changing its size Scrolling through the contents of a window 

To do this Take these steps 
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pressing 96-Right Arrow displays the list of its contents and 

36-Left Arrow hides the list of its contents. ❖ 
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Working with menus Pop-up menus often appear in dialog boxes that you use to set 

& options or preferences. You can recognize a pop-up menu by a 

Macintosh menus come in two types: pull-down menus and small solid triangle, pointing down, next to its name. The name 

pop-up menus. The menus in the menu bar are pull-down menus. shows the current option or preference. 
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Removing a floppy disk from the disk drive Working with programs 

1. Click the disk icon to select it. For specific information about a particular program, go to the 

2. Choose Put Away from the File menu. manuals that came with the P ro 8 ram - 

3. When the floppy disk drive ejects the disk, remove it „ . 
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This keyboard has no height adjustment. 
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Return key: Moves the Numeric keys: These keys prodi 

Power On key: On Delete key: Deletes any material insertion point to the beginning numbers and mathematical 

Macintosh II models, currently selected, or whatever of the next line. In a dialog box, symbols; some programs allow 

pressing this key character is to the left of the pressing Return is the same as you to use these keys as functio 

turns on the computer. insertion point. clicking the outlined button. keys to initiate an action. 
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Delete key: Deletes any material Special keys: The function Numeric keys: Power On key: One some 

currently selected, or whatever of these keys depends on the These keys produce models of the Macintosh, 
character is to the left of the operating system and program numbers and you press this key to 

insertion point. you’re using. mathematical symbols. turn on your system. 
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To type a character with a diacritical mark (such as an acute accent 
or an umlaut), you press the Option key with a specific letter key, 
then you type the character. 

Diacritical mark Key combination 
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Converting files to and from MS-DOS Follow these steps t0 translate a flle: 

Or ProDOS format V Locate the Apple File Exchange icon and open it. 

Apple File Exchange provides two methods of file conversion- A PP le File Exchan 8 e is su PP lied on the s y stem software disks ' 

text and binary. You use text translation for text files, and binary The program’s window opens. The contents of the active 
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. Open the translation menu you want by pressing its 8. Click the Translate button. 

name 

If Apple File Exchange finds two or more active translators— 
i. Make sure that the translators for the types of files other than Text or Default—capable of translating a selected 

you’ve selected have checkmarks; if not, choose them file, it presents a dialog box asking you to select the translator 

so that checkmarks appear next to them. you want. 








10. When all translations are finished, choose Quit from The program keeps a log of all files translated, 

the File menu I s ^ ow ^ n 8 the date, time, and type of conversion. 
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Select a translator in the list that appears, then click the About 

button for information about that item. (Click Done to return to 

the program’s window.) 
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Where to Get More Macintosh user groups 
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lock To prevent files or disks from being changed or deleted menu bar The white strip across the top of your screen that 

(but they can still be opened or copied). contains the names of the menus available to you. 
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application programs designate the keys on the numeric owner name The name of the owner of a shared folder or disk 

keypad as function keys. that appears in the Sharing dialog box. The owner can be 

the Macintosh owner, a registered user, or a registered 
group. The owner can set or change the access privileges of 
the shared item. 
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network A collection of devices such as computers and printers open To make available. You open files in order to work with 

that are connected together. A network is a tool for them. Opening an icon usually causes a window to appear, 

communication that allows users to store and retrieve revealing the document or application program the icon 

information, share printers, and exchange information. represents or showing you the contents of a folder or disk. 









SCSI cable terminator A device used in a SCSI chain to Shift-click To click the mouse button while holding down the 

maintain the integrity of the signals going through the Shift key, used to extend or shorten a selection and to select 

chain. With some devices, such as the Apple internal hard more than one item. 

disk, the terminator is built in. 

Shift-drag To drag while holding down the Shift key, used to 
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shared folder A folder that is available to some or all network 

users over the network. sound output port A socket on the back panel of the Macintosh 

marked with a speaker icon, used to connect headphones 

or speakers to your Macintosh. 






















ie System file must be in the System Folder. 
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volume Space on a hard disk or a file server that’s defined and 
named as a place to store files. A hard disk is usually a single 
volume, but it can be partitioned into several volumes. 
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You can choose from a variety of patterns provided for the 5. To edit a pattern, click in the square to the left of the 

Macintosh desktop, or you can create your own design by miniature desktop. 

editing one of the patterns supplied. If your Macintosh can „ , , . , , , 

display colore or shades of grey, you can also select your own f h dot ,n ' he ^ cha "* cs color w i“ >' ou click il ' Your 
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record sounds that you create) or a phono jack adapter (to record 
sounds from another audio source such as a compact disc or an 
audio cassette). 
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When you click a sound to select it, it’s played at the current Installing a sound 

volume setting. The Macintosh comes with a standard set of alert sounds. You can 

Your Macintosh may have sounds installed in addition to those get additional sounds from various sources. To install a sound, you 

shown here. It may also have additional features in its Sound drag its icon to the System Folder icon (not the System Folder 

control panel, such as controls for recording sounds. See window). The sound is automatically installed in the System file, 
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To turn off the alarm, choose Alarm Clock from the Apple menu 
and click the button to the left of the alarm clock setting so that 
the button moves down. 
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. cuck a color on the color wheel to select it. Setting the time and date 

The new color is displayed in the top half of the color square. Y 0ur Macintosh has a clock that keeps track of the time and date 

The current color remains in the bottom half of the square for ^ battery keeps it running when the computer is turned off). 

comparison. 

Many programs rely on the clock to automatically enter times and 
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Adjusting the keyboard for very slow typing ■ Magnifying the screen image 

■ Turning off the Empty Wastebasket warning 

■ Managing memory 
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The document icon has changed into a stationery pad icon. 




















































The search is limited to the items found in the first stage, 

and only those matching both sets of characteristics are 

highlighted. 
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Finding items through a two-stage search Uses of the Find command 

You can use two sets of characteristics and locate the items that The Find command can help you locate files quickly, organize 

meet both sets of characteristics. large quantities of documents, and develop an efficient system for 

„ , . backing up and archiving your work. 

1. Choose the first set of characteristics you want to 












. Adjust the date, choose an item, or type text in the 7. If you want all found items displayed at once, click the 

upper-right area of the dialog box. checkbox labeled “all at once” so that an X appears. 

Clicking a number selects it; clicking the up or 8 - CUck the Find button when y° u ’ ve finished setting 

down arrow changes the selected number. your search characteristics. 
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The first item that matches the name (or partial name) you The dialog box that appears lets you set different search 

typed is shown highlighted in a Finder window. If no item is characteristics through pop-up menus that together form a 

found, your Macintosh makes the alert sound. search order. 







































Moving an item to the desktop Finding an item by name 

You can make an item easy to find by dragging its icon to the 1. Choose Find from the File menu, or press H-F. 

desktop. The icon stays there until you remove the disk on which ^ da tox tta ^ |eB Bnd a flte or a folder „ 

the item is actually stored. f . 

’ searching for its name. 
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If you deleted the original, you’ll see a message reporting that 

the original can’t be found. Aliases are not deleted when the 

original files are deleted. 
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Locating the original of an alias Installing an item in the Apple menu 

You can locate the original of an alias by opening the alias’s Info You can install a file or other item in the Apple menu so you can 

window. open it by choosing it from the menu. 

1. Select the icon of the alias whose original you want 1. Open the System Folder icon and locate the Apple 































When you open I Type the name I Click Save when you have 

a folder, its contents of the document named the document and the 

are listed in the here. directory you want to put it in 

current directory. is the current directory. 
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your files on a disk in a different drive, if you have one, and 

then restart the Macintosh. Try using a disk that you know is 

not damaged in the suspect drive. See your service provider if 

you still can’t save any files using that drive. 
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Locking a floppy disk Locking a file 

To lock a floppy disk: You use the Get Info command to lock a document or program. 

. Slide the tab on the back side of the disk so that the Lockl " 8 a program my alfecI its °P eration ' 

square hole is open. 1. Click the icon of the file you want to lock. 


























3. Close the Startup Disk control panel. If no startup disk is found, the computer displays a blinking 

„ ,, . ...... , question mark in the middle of the screen. 

When you turn on your Macintosh, it looks for a startup disk (a 

disk containing a System Folder) in the following sequence: ❖ If you want to bypass the internal hard disk as a startup disk, 

. „ ... press &5-Option-Shift when the computer starts up. ❖ 

1. internal floppy disk drive 
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Erasing a disk Designating a hard disk 

Erasing a disk actually initializes it. aS the Startup disk 

. , . , , , If you use more than one startup disk with your Macintosh, you 

▲ Warning: You lose any information you may have on a disk a|1 ify which hard djsk m used ^ (he sart disk , he 

when you erase it. ▲ _____„„„ 
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Initializing a hard disk 1. Locate the Apple HD SC Setup icon and open it. 

If you have a hard disk that hasn’t been initialized, its icon does Apple HD SC Setup is on the system software floppy disk 

not appear on screen when you start up your Macintosh using labeled Disk Tools. If you’re already using a hard disk as a 

another hard disk or a floppy disk as a startup disk. (See startup disk, you can copy the program to your startup disk 

Chapter 14, “Expanding Your Macintosh System,” if you need and open the program from there. 
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Hard Disks and Iriltializin s disks 
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Hiding and showing windows on the desktop Changing the amount of memory a program uses 

You can hide all the open windows except those of the active On rare occasions you may need to increase or decrease the 

program by choosing the Hide Others command in the amount of memory a program sets aside for itself. You might want 

Application menu. Though hidden, the other windows remain to increase the program’s memory allocation so that you can 

available. open more documents at once, or you might want to decrease it 
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’. Scroll through the list of items and hold down the 9. Follow the instructions that appear on screen. 

Shift key as you click the items you want to install. 

When a disk is ejected and you see a message instructing 
you to insert another system software disk, insert the disk 





















































s 

u 

-I—1 

C/3 

to 

OJ 

e 

o 

C/3 

G 

OJ 

<G 

00 

G 


C/3 

c 



OJ 



to 

<C3 


*d 


OJ 

OJ 


Qh 

t5 

<4—1 

co 

to 

O 

G 

Oh 

G 


G 

.o 

O 

5 -h 


5 -h 

o 

G 

G 

O 


to 

>> 

CO 

9 

5 -h 

o 

a 

o 

to 

o 

OJ 

OJ 
to 
-1—» 

C 

I 

w 
4—> 

G 

O 

tj 

OJ 

G 

O 

t5 

OJ 

CO 

>. 

15 

co 

CO 

-9 

G 

O 

to 


Z 3 

5 -h 

9 

£ 

OJ 

to 

4—J 

O 

CO 

co 

O 

G 

£ 

O 

to 

G 

OJ 

OJ 

CO 


cd 

G 

G 


O 

.o 


CO 

15 

t5 

'G 

c 

15 

4—> 

to 

c3 

OJ 

CO 

c 

<yT 

-9 

G 

i 

o 

to 


9 

CO 

4—> 

OJ 

to 

co 


OJ 

G 

U 

& 

CO 

OJ 

G 


G 

a 

O to 

OJ *> 

5 C 

Oh ^ 
5/3 G 

P o 

6 ^ 

co g 

2 £. 

5-h w 

O G 

-S 

s ^ 

c Ai 

O to 
& 00 
6 .S 
O a 

U 

OJ to 

| .9 

I 8 

to >, 

£ 5 

Si •« 

£.*3 

« a, 

OJ G 

00 to 

•S £ 

*CO CO 


C/3 

O 

1 

« 

S 

*H 

p 

to 

O 

a 

Wt 


to 

£ 

Oh 

to 

T8 

a 

.s 

OJ 

to 


.9 

to 


a; 

to 

+* 

to ai 
a> > 
c^ to 


G 

c3 

OJ 

G 

a 

c/T 

> 

to 

to 

CO 

to 

>> 

Oh 

Oh 

o 

to 

1 

C/3 

CCS 

to 


o 

s 

^ oj 
to c 

- 2 

3 oj 


JS 

C/3 

o 

4-^ 

.S 

P 

s 

u 

p 

p 

O 

a 


3 8 *C ^ to a 

to to to 'to '53 b3 


ccS 

c« 

s 

o 

G 

c3 


CD 

Oh 

O 


g> 


OJ 

to 

B-h 



2 g 

o 

to § 

U 

G P 
^ to 

OJ 

to 

4-» 

p .a 

to 

o to 

OJ P 

4-^ 

P 

P 

p a 

° M 

P 

o 

4-4 

OJ to 

to to 

4-* to 

4-* 

P 

to 


rrs 




'O 



G 

a 

5-H 

£ 

OJ 

c5 

£ 


e 

OJ 


.G 

O 


OJO OJ 
OJ —‘ 

to 


to 

o 


a jy 


OJ 

to 

hH 


p 

OJ 

£ 

£ 

P 

o 

Ih 

ft 

OJ 

o< 

8* 

cS 

<S 

C/3 

P 

.2 

4-* 

u 

p 

is 

C/3 

.2 

OJ 

•s 

1 

£ 


OJO lo 

.9 to 

tj OJ 
G to 

5-H 4-> 

3 to 

G cj 
co 

O G 

SP ~ 

co to 

CO CO 

G ^ 
2 <u 
C3 

OJ > 
OJ S 

CO to 

G ° 

^ s 

to OJ 
G to 

C3 

to 

Si 53 
£ -S 
'« c 

C/3 CS 

to to 

CO QJ 


I 


CO 

CO 

OJ 

OJ 

G .S 

CO 03 

^ cp 

O ccS 
c OJO 
G 


3 jg 2 


co 


to 

c3 


G to 
—' oj 


u 

OJ 

Oh 


E5 =3 

_, 4—» 

G co 

.9 .9 

t5 > 


c3 aj 
to to 

to OJ 
co ^ 

to g 
o o 

Oh CO 

G G 
*- O 
oj to 

OJO OJ 
ccS G 
co Ch 
co to 
<D co 
^ G 


P 

8 

t 

C/3 

c3 

OJ 

On 

8 


P 

^3 

4-^ 

§ 

to 

OJD 

O 

I 

OJ 

to . 

4-» Uh 

-4 


5-h 

O 


G 


"2 

ccS 


6 to 

OJ G 
to O ^ 

^ u C 


O C3 

-9 to 


s s 

to O'N 


c3 

OJO 

_G 

c3 

G 

.op 


^ 9 


CD 

c 

OJ 

to 


_ oj 
o ^ 

to to 

CO 


o ^ to 

to 


S s -s 


ccS OJ 
C4—I to 


to 


oo 


rrn ^ 

S P 

C/) nn 

-s a 

^ to 
to 

^ to 
to 3 
u cr 


GN 


OJO 

G 

to 

Oh 

'co 

Oh 

G 

G 

G 

to 

co 

to 

cxS 

4—> 

ts 

g 

co 

g 

to 

5-h 

CO 

OJ 

5-h 

G 

OJ 

1 

to 

co 

o 

5—i 

5-h 

G 

OJ 

OJ 

OJO 

G 

c3 

G 

5-h 

G 

to 

'§ 

s 

g. 

00 

OJ 

O 

OJ 

.9 

G 

to 

’c75 

§ 


G 



Disk as the Startup Disk” in Chapter 9, “Hard Disks and „ . , ... , , 

. n ., „ r The custom installation box appears. All parts of the system 

* J ‘ J - ' software are listed, and you have a choice of standard or 

minimal system software for each model of the Macintosh 

computer. 
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If your Macintosh is connected to a network and you have access 3. Turn on your Macintosh. 

to the Installer program and system software on a file server or t 

another computer, you don’t need the system software disks. You 6 nsta er P ro 8 ram °P ens automatica y. 

can open the Installer program and then follow the procedure 4. Click OK or press the Return key on your keyboard. 

below, beginning with step 4. , , 

The Easy Install dialog box appears. 











































Setting up your system software Installing, reinstalling, or updating system software 

Your Macintosh cannot operate without system software—the ^ou use Installer program to install, reinstall, or update system 

programs and other files that the Macintosh needs to start itself software on a hard disk that you want to be able to use as a 

up and to run the application programs you use. When you turn startup disk. 
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Arranging your office Avoiding fatigue 

Here are some guidelines for adjusting the furniture in your office These tips should help you get the most out of your work 

to accommodate your physical size and shape. sessions with the computer. 

■ Adjust the chair so your thighs are horizontal, your feet flat on ■ Regularly change your seated position, stand up, or stretch 
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If you need information on setting up your Macintosh or any 
information on features specific to your particular model, go to 
the setup book that came with your computer. 
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Summary Working on the Macintosh Desktop Bbte of conKnts ' ^ use the mmmr * “ Workin * °" the 

Macintosh Desktop,” on the green pages after Chapter 16 and 

the glossary at the back of the book if you’re looking for short 
definitions or brief summaries of concepts and procedures. 
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Congratulations. You’ve gone through the Macintosh Basics tour 
and you’re done with Learning Macintosh, Part I of this book. 
You’ve been introduced to and practiced everything you need to 
know to start using the Macintosh in a productive way. 
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On your own: Fill out some stationery what next? 

Open the Memo Pad stationery pad icon and type a short memo. Go to Chapter 7, where you’ll learn how to find out more about 

your Macintosh. Or take a break. 

Remember to click the I-beam pointer where you want your text 

to appear before you start typing. Clicking in this way sets the Remember to turn off your Macintosh if you’ll be away for more 
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. Press the Return key. 7. Type “Sis”. 

Whatever you type replaces the selected text. 
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. Choose Save from the File menu. 7. Close the Letter to Parents window. 

The dialog box that appears lets you name the document and To close the window, click the close box near the left end of 

decide where you want the computer to store it. the title bar, or choose Close from the File menu. 

. "type “Letter to Parents”. The window closes, and TeachText remains the active 

program. 



































i 

I 

EB 

£ 

qj 

X3 


TP 

fd 

Q 

TP 

C 

fd 

6 

o 

£ 


-P 

D £ 
P o 
G 
-P 

p fd 

x a) 

TP 

< -H 
£ 

O O 
D P 
M 

TP 
m fd 
G 

CD H 
P 

TP v 
U Q) 
CD -P 
> -H 
O M 
£ 
CO 

■H O 
-P 


P 

0 

G 

£ 

CO 

CD 


CD 

U • 

P -P 
CO -H 

CD G 

6 o 

■H 

Eh G 
to 
• P 

CO O 
H p 
CD 


P 

O 

CO >, 


tn 

O 

TP 

CD 

G 

Eh 


CD 

U 

fd 

£ 

o 

X 


aj p 

P< fd 

CD 

^ Q 

cC> 


p 
CD P 
-p £ 
-P o 
CD TP 


co rd 

■H CO 

G 

Eh M 


CD 
> 
CD fd 


• CD 
I £ 

rH -H 

CD P> 
£ 

CD 

to G 
P -P 
-H 

O i—I 
TP i—I 
fd 
CD 

P P 
fd CD 


to 

p p 

o o 

I—I >1 


TP 

P 

fd 

CD 

-H 

i—I 

P 

•“P 


-P 

CD 

G 

to 

p 


QJ 

Q 

aS 

Oh 

CO 

J*5 

U 

aS 

JD 


>> 

qj 

jj 

QJ 

jj 

qj 

Q 

qj 

jd 


a* 

aS 


a-) 

j*3 

as 


CD i—I 
to fd 


qj 

JD 

s 

QJ 

s 

CL) 


§ c 

o 


a3 CU 

-2 * 

S g 

2 QJ 

-S jg 


OXD ^5 
G C 

8/g 

c 3 

qj <-> 

JD =3 

£ £ 

QJ X 

jy 

£ oj 

3 j£ 

QJ . 

Gh CJD 
qj ^G 

■S 

5/3 PP aS 

Say 
G <U *G 
ca qj as 

- * £ 

§ oj 2 

5 G G 
Q ;G aS 


G 

aS 

tj 

aS 


u 

G 

g 

JD 

£ 

G 

O 

JT 

C 


QJ 

CG 

qj 

jd 


£ 

QJ 

JD 


aj 

,G 

13 

CJ 

£ 

60 

C 

2 


QJ 

4—> 

G G 
O 


QJ 


£ S3 


G 

o 

Q_ 


J=5 aS 
JD QJ 

Oh 
Qh 

aS 


QJ 

JD 


G 

o v 
^ & 


a, 

as 


co &P 
co as 
Qj )=! 

5—I OS 
Oh CP 


G 

O 

'£ 

QJ 

co 

,G 

QJ 

eS 


G 

i 

QJ 

X 


aS 

~ QJ 
.G jd 

O >-H 5^ 

a qj . 

£ -s § 

Sot 

hs ^ ^ 

^ £ QJ 

qj S jp 

■S 8 j 

co D 2 

161 

£ H o 

5—i <— i t'*'* 

QJ D 

-s s S 

O (V) vs 

e-f § 

G as G 

aS QJ G 

QJ TP QJ 

QJ -3 
I—l S-i W 

QJ -G 

£ O *T 

F- 1 > 


as S 3 

H-( OJO aS 
O C QJ 

a t 4_> 
o u 

QJ GO -5=| 
G ^ 


aS .G 
<D P^C 

^ g 

s 5 

2 1 


C 

QJ 

£ 

G 

QJ 

o 


G 

a j 

B 

G 

O 

O 

T3 

G 

o 

Qh 

O 

u 

G 

aj 


UT 


■S Qj 

g ^ TP 
^ ai ^ 

s .S ‘o 

O 
QJ 


o 

QJ 




Oh 
aS 

_ JD 
^ n 

^.s 


QJ ^ TP 
Sn C5 



G 




c 


QJ 




QJ 

OJ 

Qh 




Qh 

XJ 

G 

QJ 

o 

QJ 

CO 

O 

QJ 

x: 

4—J 



o 

QJ 

co 

o 

On 

O 

P 



o 

O 

DP 

QJ 

8, 



JD 

QJ 

1 

C C 

o 

-£ .£ 

oo 

c 

1 



G 

QJ 

-G 

J 

T5 QJ 

o 

r-; 



TP 

£ 

G JD 
aS ^ 

CO 



C 

aS 

Q 

SB 

4_, 

*2 yj 

Qj ^3 

§ 

QJ 

2 

55 


QJ 

xs 

s 

o 

QJ i 
-QJ 2 
co JD 

Qh 

Qh 

aS 

2 

2 


JJ 

QJ 

co 

g 

o 3 

£ 

aS 

d 

o 

.a 

*-» O 

j_i T—t 

O 

JD 

o 



I 

§ i 

>. G 
O 


c/s 

a e 

CP QJ 
— QJ 


TP 
G 

a 

QJ 55 
as G 


O 

QJ 


w ^ S' 
^e 2 g 


e ^ ^ g 

ay 


o 

u £ 


c 8-8 

QJ 


QJ 

-G 


= QJ 
3 -G 

QJ 4—> 
■8 2 


^ . 

s § 

j| -2 

P ® 

TJ a 

_2 «« 
■o O 

a .g 
a s 


J* rr 
m u oJ 

T3 G 

e g 

8 S 

« ^ 
-£ 

o S 

e2 


1 §• 
j* § 

Q ^ 

G j-i 
r- 05 

’S p 

O ^ 

JP H-h 

G O 
*0 ^ 
2 G 
S QJ 

£ G 
£ O 

Fh QJ 


| 

cd 

# 

QJ 

x; 

H-» 

a 

QJ 

a< 

O 


QJ 


QJ 


S 0 

QJ G 

c g 
8 S 
'Z ^ 
-£ 

g-S 

o S 

e 2 g 


£ 

2 

o 


P 

QJ 

-G 

G 

QJ 

Oh 

o 

G 

8, 


as 

QJ 

Qh 

Oh 

aS 

£ 

O 

TP 

G 


TP 

QJ 


C 

aS 


C/D 

QJ 

£ 

aS 

G 

G 

C 

QJ 

£ 

-t—> 

£ 

& 

t2 

1 

-G 


aS 

JP 

G 

C 

QJ 

£ 

QJ 

X 


QJ 

X 


QJ 

C 

S-H 

O 

QJ 

4 — * <—l 

^ 8 

5- i •~ H 

QJ t< 

■S # 

•S -g 

r6 ^ 
O 2 
qj 

G -G 
G ' UJ 


C 

O 


£ 

o 

QJ 

_ qj 
as jQ 

.£ 5-h 

T i o 

< g 

QJ qj 

■s s 


c 

1 

-G 

G 

8. 

QJ 

co 

G 

aS 

QJ 

QJ 

JP 

OJO 

c 

2 

o 

c 

CO 

C 

2 

G 

o 

QJ 

I 

TP 

G 


TP 

QJ 


QJ 

JD 

E-h 


as 


written anything in it. It stays untitled until the first time you 
save your work (name the document and store it on a disk). 







■ what an alias is 

It will take about an hour to go through this chapter. 
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. Open the Practice disk icon. What next? 

You open the Practice disk icon by clicking the icon to select it Go to Chapter 6, where you’ll learn how to organize your work. 

and then choosing Open from the File menu, or you can Or take a break. Remember to turn off your Macintosh if you’ll be 

double-click the icon. away for more than a few hours. 
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10. Drag horizontally, selecting the word “city”, then 13. Drag horizontally, selecting the letter “t” and the word 

release the mouse button. “horizon”, then release the mouse button. 


i § si 
: - ff 
i fi* 

■ "> s *. 


O) £ w 


-w. C -f— .— 

CO > <D *0 O 


a 


sn 


j CD 
: 

1 o i_ 

: 0 o 

jlrf 

- o 2 


* 5 i 


CD £ 

C CO 
co : 

‘5 ® 

tn 


<U 


I 


him 

FTI 

51- 

JU 

(U ft 

LLI 


e 

G “ 

O 


o' *-> 

0 ) — 

<U 

cu 


M W Cj)-^ 

ts 

Oh 


g 1 | 2 

8 



e Gj| (n S 

~ S cL “ 

CJ 

,d 

u 

ft 

'(U 

cu 

G 

3 

53 


r’ — £ 

^ to (D 

-F 

t3 


*d 

u 

C/5 

d 

o 


OJ 

00 

G 


N .53 


o 

$ 

I 


Q 

*G 

cu 

Oh 

<U 

-C 


o C^- 
i- cn 

CD CL) 



CU 

CU 

ju 

(U 

Q 

CU 

-c 


Oh 


<U 

6 J0 

G 


•a. | 


>> 

§ 

id 


I 

<U 

g cd 

C Oh 

G £ 
O 

t4_ 


U 

J 

a. 


i 

cu 

-d 

CU 


•d 

<U 

u 

u 

<u 

C/5 

fe 

w 

3 


T3 

oj 

cu 

CU 


G 

£ 

1 

CU 

JG 


CU 

<u 

03 

Oh 

a 

<u 

Oh 


G 

o 


CU 


4-* in 


£ 


50 Chapter 5: Changing a Document and Printing Your Work 
























































Chapter 5: Changing a Document and Printing Your Work 49 




Pi 


o 

rr 

pi 

P 

CTQ 

CD 

CD 

O 

3 

CD 



O 


CD 

pi 

o 

CD 

3 


3 

pa 

?T 


a 

P P 
OQ 
CD 

i 

O 

a 

3 


CD 

U 

CL 

3 

3 

?r 

cd 

*-< 


tr 

cd 

t 

a 

cr 


sr 

n* 

cr 

ST 

cd 

B* 

CD 

cr 

CT 


cr 

P 5 

O 

CD 

PD 

P- 


< o d CO 

® d » 2. 
“ 5L ST — 


? N (0 
, to O </) 

5 P 3 — 


O to _. 2j" 
zr Q- o 

<o 0; 2 3 

(f) m 3 ^ 
■> 0 B O 3 

<3 tJS 

® a ® “ 

(0 3 IS 
3* to 2 


P 3 ' 




V*> 


Si 


5‘ 

$ 



Q. Q> ^ CO 


® g ; 
s «ci 


P- c 

$ a; 


-*, CD <- 3 
(D Q) < O 

1 7T “ £ 

55 =r w 5 


~mS 


'sO 

iff 

i s 
a l 

R CD 

Q. ^ 

4 3 sr 

u? 

« e 

"S 

S9. 5* 

• CD 


■ p 

*<5 

*5 

3' 

CfQ 

CD 


t: 

3 


CD 

u 

3 - 

CD 

3 

?r 

ft 


I 

CD 
| —s 

"o 

C 

"O 

CD 

3 

p 

pi 

n 

CD 

CD 


00 


f 


cr 

s 

sr 

o 

cd 

O- 


CD 



8 

5 

S' 

K 


O CD 

cr CD 

(j 

rr J4 

cr CD 
t3 O- 
Pi • 

n i—i 

CD ^ 

"o 


<T> ^ 


ft 

i 

a 

cr 


S 

"3 


O 

3 


n 

ft 

8 

£T 

CD 


O <Q ^ : 
P a> 

n S 


-o ® 




Pi 

CD 

rr 


CD 

CD 

•-3 

ar 

CD 

CD 

CL 

CD 

n 

3 

CL 

§ 


c 


3 

Pi 

ST 


CTQ 


CfQ 


CD 

Q- 


C 

•—i 

O 

c 

p 

CL 

CD 

a- 


KD h-A 


0MIMHV31 


. Locate the insertion point. It should be in the upper- 6. Move the I-beam pointer to the immediate left of the 

left corner of the document. word “lights” (after “we saw the”). 

!. Locate the I-beam pointer. If you don’t see it, move the 7. Drag horizontally, selecting the word “lights”, then 

mouse slightly. The pointer moves as the mouse moves. release the mouse button. 

Now you’re ready to insert some text. To drag, hold the mouse button down as you move the 
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■ using keyboard shortcuts 

„ , , . i , , . , If you turned off the Macintosh at the end of Chapter 4, turn it 

It will take about 40 minutes to go through this chapter. , 
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. Make TeachText the active program by choosing Close a document 

TeachText from the Application menu. 
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(your “desktop”). “Finder” so that it’s highlighted, and then releasing the mouse 

Using the Finder, you can tell system software what you want it button. 

to do for you: which disks you want to use, which programs and The Finder becomes the active program, and the 

documents you want to open, where you want files to be stored. Macintosh HD window becomes the active window. 
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“Opening Lines”. 
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Create a document Save your work 

The untitled window is like a blank sheet of paper, a document Until you save your work, it exists only in the computer’s 

waiting to be created. In the upper-left corner of the empty memory—like thoughts that are lost unless you write them down. 

document is a blinking vertical line The line is called the L choose Save from the Fi i e menu. 



















C3 

X 


I 


a 

2 

9 


a 

X 

£ 

<U 

•J—> 

G 

CD 

CL 

O 

G 

g 


o3 

<D 

Oh 

CL 

173 

I 

x 

G 

X 

CD 


G 

G 

C 

03 


C/3 

CD 

S 

03 

C 

G 

G 

<D 


£ 

jC 

3 

o 


o3 

X 

G 

C 

<D 

S 

CD 

X 



G 

I 

x 


G 


<D 


£ -e 

03 

G ^ 

° o "t: 

CD 2 

C/3 7=3 r! 

G S H 
c3 G * 

U p (D 
L> _Z G 
jpT3 C 

qj ^ 

C^S G ^ 

§ 'Z 1 
c -| a 

.S G *§ 

a g s ^ 

G 5^ ^ ’TD 

O ^ G (D 
cd ^ <d x 

^ X tj 03 

> X -P CD 

-§ .S i .a 

Cxo (D CD 

G > C 


O 

G 


G 

‘f 

-a 


■a -g § c 

= c 

■a « IS S 

G G >• ^ 

P3 <U (D CD 

(L) y C3 c3 

^ *G x aj 

& & b 


£ 


g 

S’ 

a 

c 

CD 

CL 

o 


3 E 

I s 

>-* oc 

&> S 

o3 CL 
5/3 00 
X G 

s ^ 

C’a c/3 
4-> CD 

g 8 

a s. 

3 "g 

■§ s 

g "S. 

CD g 
b *£> 5_; 

o C3 JJ 

||| 
§>g I 

00 S5 Lp 

G G X 


O 

X 

a 

D 

CD 

X 


fc a 
o o 

•3 .y 


.3 


•3 o 

* x 


a 

CD 

CL 

o 

CD 

C/3 

o 

O 

X! 

CD 

G 

CD 

X 

X 

G 

03 


CD 

X 


1 

I 

CL 
o3 
CD 
G X 

9 3 

>- u 
OJD G 

f i 

X 

C/3 


CD 


x z: 


<*> 


o 

X 

8 -S « 

S c« 2 

■3 s x 

a « 

s x 

X 53 

X QJ 

X O 
4> ° 

o ff? 

U <D 

m -*-* 

O & 

£rx 

S3 U 


x 

_CD 

X P3 
_r G 
C cd 

S s 

‘2 -2 

x PL, 

g 2 

CD 'S 

CL ^ 
O S 
X O 


» 3 

CD 


e 

o3 

03 

■g a 


Q 

X 

X 

C/3 

o 


CD 

X 

Fh 


03 


G X 

O 1 

fG r CD 

c t: 

CD X 

G ^ 
O o3 
CD CD 


a 

o 

u 


JS 

CD 

X 

a 

D 

CL 

O 


r^i 


c 

CD 

CL 

o 

CD 

C/3 

O 

o 

X 

CD 

c 

CD 

X 

X 

c 

o3 


CD 

CD 

c/3 

O 


X 

CD 



G QJ 

O a 

CD G 

'3 ^ 

-S 

g -s 

o s 

f2 is 


40 Chapter 4: Creating a Document and Saving Your Work 

































software 

It will take about 30 minutes to go through this chapter. 
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nothing on the Practice disk). 

. Close all the windows you have on the Macintosh 
desktop. 

You close a window (when it’s the active window) by either 
clicking its close box or choosing Close Window from the File 
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Floppy disks, hard disks, and startup disks 

Both floppy disks and hard disks function like filing cabinets: You can tell whether a disk is a floppy disk or a hard disk by 

you store files in them. The differences between floppy disks looking at its icon on the desktop. 

and hard disks are in how much information they can store, how 
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Why a floppy disk isn’t floppy 

A floppy disk is made of thin, flexible material with a magnetic High-density disks can hold 1.4 megabytes (MB) of information 

coating. To protect it and to make it easier to handle, the floppy (about 300 typewritten pages). Double-sided disks can hold 

disk itself is enclosed in a rigid plastic case, which gives the 800 kilobytes (K) of information (about 200 typewritten pages). 









InSCrt 3. floppy disk !• write “Practice” on a blank disk label. 

You should be able to get floppy disks from wherever you got ^bel onto your new floppy disk. 

your Macintosh. The 3.5-inch (89-millimeter) floppy disks that fit How the label goes onto the floppy disk is apparent from the 

in your Macintosh computer’s SuperDrive come in two types: molding of the disk’s protective plastic case. Do not affix the 

high-density and double-sided. Your Macintosh uses either type. label over the metal shutter. 
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Before you begin 










What next? 

Go to Chapter 3, where you’ll learn how to set up your programs, 
or take a break. Remember to turn off your Macintosh if you’ll be 
away for more than a few hours. 
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with a letter key. Most programs let you give commands by 

pressing the 96 key with certain letter keys. 




o> 


o 

po 

T3 


rD 

r5 


3 

n> 


a 

CA) 

C£ 

3’ 

CfQ 


rt> 

C/5 


?T 




dS « 



3 X 
CTQ 3- 

q 

^ 3 

O 3. 

3 CL 
<—► CL 

cr £■> 
O ct. 

3 

re 

i 


CD 

O 

gr 

rD 

3 

CL 


n 


T3 

rt> 


(3 

D 

a. 

rt> 


O 

"O 


1 



T 1 

C 

D 


O 

D 


I 




n 

O 

3 

C/5 

o 

3 

B 

3 

g 3 

e 1 

3 

3 

3 

Cl 

CD 

T3 

s 

O 

C/3 

C/3 

S 1 * 

rD 

3 

Cl 

rD 

CL 

o 

r-t 

o’ 

3 

J/3 

OQ 

H 

r-t 

s 

ft 

cr 

SL> 

3 

o 

T3 

po 

o 

•a 

T3 

C/3 

O 

1 —<-> 

3' 

<—* 



rt S 

C/3 ^ 

C/3 •»<* 

5* o 

n qs 

CD <j 

3 rt 
B. n 

D § 
? I 

3 3 

o 

3. 3 
O CL 

3 y~ 

gf o 
rD •—% 

C/3 

ct> 

3D 

c 

a> 

3 

o 

rD 


rD ” 

pr gf 
rD rD 

o o 
S § 

Cl CL 


< 

rD 


i 

o 


o 

3 


o ^ 

z: 

8 % 

3 5 

O 3 
rr ctq 

3 - 2 
rD 3 

3 JL 

O rD 

rS ^ 

3 1 
rD 3 

5 c 

C/3 

rD 


C/3 


t rD 
rD sl> 

§• * 

O & 

5 S 
Q % 

rD rD^ 
rD 1=2 

P £ 


O 

c 


0NINHV31 


When to use the keyboard Arrow keys 

You use the keyboard to type text and numbers, of course, as All Macintosh keyboards have four ariow keys: Up Arrow, 

you would on a typewriter. (For touch typists, Macintosh Down Arrow, Left Arrow, and Right Arrow. 
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Window command, and, with the command highlighted, 
releasing the mouse button. 

Of course, you can also close the window by clicking its close box. 
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